DOCUMENT RESUME 



ED 330 309 



IR 014 924 



AUTHOR 
TITLE 

INSTITUTION 
PUB DATE 
NOTE 



PUB TYPE 



Richardson, Edwin W. 

Media Services: Program Evaluation. 

Des Moines Public Schools, Iowa. Media Services. 

3 Jan 91 

88p.; Some pages of appendixes may not reproduce well 
due to small, faint type. 
Reports Evaluative/Feasibility (142) 
Tests/Evaluation Instruments (160) 



EDRS PRICE 
DESCRIPTORS 



IDENTIFIERS 



MF01/PC04 Plus Postage. 

* Audiovisual Aids; Budgeting; ^Educational Media; 
Elementary Secondary Education; Instructional 
Materials; ^Learning Resources Centers; Library 
Material Selection; •Library Services; Media 
Specialists; •Program Evaluation; •School Districts; 
Teacher Developed Materials 
Des Moines Public Schools lA 



ABSTRACT 
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Moines Independent Community School District is a combination of 
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services for these FK-12 programs, and its purpose is to ensure that 
students and staff have access to and are effective users of 
information. The district or central media services center 
supplements the building centers as well as providing services for 
teachers and administrators on a district wide basis. This report 
includes: (1) a context evaluation which covers the history of media 
services, policies, standards, current services involving audiovisual 
aids and other educational equipment, COLLAGE (teacher made 
materials), and program needs and goals; (2) an input evaluation of 
the central office and building budgets; (3) a process evaluation 
including goals and objectives for 1990*1991, job descriptions for 
the director and managers, inservice and professional development, 
and program management; (4) a product evaluation of library services 
and instructional materials, educational meaxa repair service, 
production and graphics, building media centers, outcomes, and 
adherence to standards; and (5) a brief statement of future plans. 
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MEDIA SERVICES 
EYAmATiON ABSTRACT 



PROGRAM DESCRIPTION 

Media Services is a combination of individual building media center programs 
and the district support services for these programs. The district or central 
media services center supplements the building centers as well as providing 
services for teachers and administrators on a district-wide basis. These 
services include audiovisual equipment repair; aid in preparation of audio or 
video programs and graphics for instmction and information; advice, materials, 
and machines for making teaching aids; and support in selection, ordering, and 
processing of library books and materials for the schools. Also provided are 
the inter-school mail delivery; pick-up and retum of equipment to be repaired; 
delivery of loan equipment to schools and for meetings; help in selection, 
inventory, and delivery of new and replacement audiovisual equipment; and 
assistance to the schools in the operation of their library media programs. 

BUDGET 

The 1990-91 central media services budget of $501,271 is divided into $345,576 
for salaries and $155,695 for materials and purchased services. $1 17,181 of the 
$155,695 is provided to schools, teachers, or administrators. This is done through 
the use of COLLAGE (the laboratory type facility for district personnel to make 
instnjctional aids) in materials used by them, through Library Services in supplies, 
and through replacement equipment. The balance is used by Media Services to 
purchase other support materials. The total building budgets for media staff and 
materials was $1 ,270,274. The budgets for media services staff totaled $1 , 1 34.51 9. 
The materials budget, as set by the individual principals, was $135,755. The 
combined budgets for central and building expenditures total $1 .771 .545. All 
salary figures are exclusive of benefits. 

STAFFING 

Central salaries include 1 director. 4 section managers, 1 media production 
specialist, 1 part-time graphic artist, 2-1/2 repair technicians. 1 secretary, 3 
clerical workers. 3 part-time COLLAGE asisistants. and a delivery driver. 
Building salaries include 17 certified media specialists. 32 elementary library 
associates. 5 secondary media associates, 6 high school library clerics, and 8 
to 12 part-time textbook employees. The total number of employees is 71 .0 
full-time equivalents. 

THE ROLE OF MEDIA SERVICES 

The media program exists to ensure that students and staff have access to, 
and are effective users of. ideas and information. In keeping with site-based 
management and decentralized budgets, central media services is li.nited to 
advising, demonstrating, encouraging, and assisting the media persons in the 
buildings. However, central media services offers a number of activities and 
procedures which enhance the schools' program operations in the areas of 
media. Improvement of the media program on a district-wide basis is 
dependent upon the degree of involvement the buildings choose. Limited 
district "seed funding" to the schools has brought about some distrrt wide 



program changes, such as the introduction of computerized circulation into 
Lincoln High School, McCombs Middle School and Adams Elementary School 
(the success of which has encouraged other schools to find ways to obtain a 
system). The director and the library services manager both work directly with 
the personnel operating the building media program and hold regular meetings 
with these personnel to provide in-service for them in the areas of program and 
procedures. Secondary media centers are staffed by certified media specialists, 
but elementary media centers are staffed by library associates, individuals who 
are not professionally certified, and some of these serve In more than one 
building or more than one role, leaving half of the buildings without a full-time 
media staff. 

OUTCOMES 

The use of the central media center increases each year. However, building 
budgets and programs haven't increased. There has been no growth in staffing 
in buildings for the past ten years, and except for a 4-year supplementary central 
funding in 1984-87 of $250,000 per year, expenditures have either been static or 
declined. Therefore, buildings look to central media services to help where they 
have declined. 

The building media personnel do a tremendous job working with students within 
the limitations of staff and materials which they have, but the need exceeds their 
capabilities. Based on the experiences of other districts, full-time certified media 
specialists at the elementary level could increase the materials utilization and 
improve the s^jdents' knowledge of research skills immeasurably. Clerical help at 
the middle school would enable the media specialist to wori^ more with students. 

FUTURE PLANS 

Based on their knowledge of the present programs compared to past suggested 
standards and the new State of Iowa Standards for Schools, the director and the 
certified media staff have identified needs. They are recognition of the importance 
of media programs; certified personnel in elementary libraries; more funds per 
student for materials; expanded, updated facilities (space) and equipment 
(computers and furniture) for libraries; and an equipment replacement cycle. 
Plans for the future must focus on determining the correct needs. 

However, the new state standards may be the most important element in 
determining future plans. Therefore, the immediate plans are to determine the 
building and district media program needs in relation to those standards, assign 
priorities to those needs, develop a program for the buildings, implement the 
plan, evaluate its effectiveness, and make appropriate adjustments. 

Any success of these plans will also address some of the previously identified 
needs or change their priority, and also identify the impact that a quality media 
program can have on the teaching and learning process. 



A copy of the con^Jlete report is available upon request from the Depariment of Information 
Management, Des Moines Public Schools, 1800 Grand Avenue, Dos Moines lA 50309-3399. 
Telephone: 515/242-7839 
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DES MOINES INDEPENDENT COMMUNITY SCHOOL DISTRICT 

DES MOINES, IOWA 

"THE DES MOINES INDEPENDENT COMMUNITY SCHOOL 
DISTRICT WILL PROVIDE A QUALITY EDUCATIONAL PROGRAM 
TO A DIVERSE COMMUNITY OF STUDENTS WHERE ALL ARE 
EXPECTED TO LEARN." 



RESPONS^aiLITY STATEMENT 

The Media Services staff will support all distriti employees in providing a 
quality educational program through services, materials, equipment, and 
expertise to a diverse community of students where all are expected to 
learn, and will especially assist the teaching and learning process, through 
media, in an effort to ensure this for all Des Moines Independent Community 
School District students. 



CONTEXT EVALUATION 



HISTORY OF MEDIA SERVICES 

Media Services began in 1946 and a film library was added in 1947 under the 
Curriculum Development and AV Education Department. A professional or 
curriculum library was apparently started at the same time. Although high 
schools had libraries and librarians dating back to the 1920s. Library Services 
was begun as a department in 1958 with the hiring of the first director. 
Centralized budgeting, central ordering and processing, elementary libraries, 
and junior high libraries were all begun in 1958 and 1959. By 1961 there were 
ten non-professional library associates wortiing In sixty elementary libraries and 
a librarian in each junior high school. In 1962 the libraries' director became 
responsible for the Instructional Media Department and remained so until her 
resignation in 1967. 

A new Supervisor of Instructional Media v*as appointed at that time and the new 
Director of Library Services was appointed in January 1968. The year of 1968- 
1969 saw the extension of central processing to the high schools, the purchase 
of pre-processed books whenever possible, and the employment of teacher- 
librarians as planning time teachers in elementary. This program was 
discontinued due to the high cost. Therefore, the elementary schools have 
continued to operate with non-professional library associates. The number of 
elementary schools has declined to forty-two and the number of associates 
increased from the original ten to the present level of thirty-two, either on a full- 
time or part-time basis. This ratio may change with the advent of the new 
elementary staffing point system, which allows a building to choose to use their 
points for types of personnel to fit their specific program needs. 

Between 1947 and 1976 the main thoist of the media department was the 
circulation of materials, primarily 16 mm films, to teachers, but there was always 
involvement ir selection of materials and equipment and in-service for teachers 
in the best utilization of them. During most of this time there was daily delivery 
of films, mail, and equipment to the schools, but is now iwice-a-week. 

In 1968 and 1969, and continuing to the present, repfJr services for the aud o- 
visual and television equipment was added to the department's responsibilities 
and quickly became an important and cost-effective seivice. In 1983 this 
department v^as given the responsibility for the distribution and maintenance 
of microcomputers and operated this service until the fall of 1989 when it was 
reassigned to the Supervisor of Business Education. 

In the eariy 1970s centralized budgets were lowered and/or redistributed to the 
schools, making it financially difficult to maintain a 16 mm film library. At this 
same time, Area Education Agency 11 was formed, including a large film library, 
and the ability to use their films led to the discontinuance of the district film 
library. It was sold in 1976, at the same time that Lib/ary Services and Instruc- 
tional Media were merged into one department at Harding Middle School. 



in 1974. a laboratory and a g'^'phic arts section were established for teachers 
and administrators to use in producing or enhancing their instructional materials. 
The motto of this service was, "Helping teachers help themselves." 

This laboratory has evolved into what is now called COLLAGE, an acronym for 
"Creating Options for Learning, Listening, And Growing Educationally," and 
the graphics section is now known as M^ia Production, both very busy parts of 
Media Services. 

To emphasize the dose connection of library and audiovisual materials and 
services to curriculum and instruction, the merged r^epartment was renamed the 
Curriculum Service Center. The Curriculum Service Center operated under the 
joint managerient of the supervisor and director until the reassignment of 
the Instructional Media Supervisor to Supervisor of Staff Development in 1978. 

During the 1980s the library media program saw many changes. Microcomputers 
became available in some building meriia centers and Library Services added 
a computer for cataloging (Library Sen/ices now uses five different computers for 
their ordering, processing, circulation, and reference). A district staff reduction 
caused the loss of two media specialist positions. A Manager of Library Services 
was appointed and this person instituted program improvement projects such as 
library skills development, circulation of professional journals and articles, 
re-institution of a preview library, and formal evaluation and "weeding" of school 
libraries. The LIBRARY MEDIA HANDBOOK, containing all the suggested opera- 
tional procedures and instructions for building media personnel was compiled 
and distributed to all principals and media centers. 

Also during the 1980s, several workshops featuring nationally recognized 
leaders in the media field were provided on library programs; a district library 
advisory committee was formed; and a special funding project to improve 
building collections, of $250,000 a year, was instituted and' ran for four years. 
On-line information searches were piloted in some of the high schools; a few of 
the libraries began using computers for circulation control; and erch high 
school attendance center participated in a computerized card catalog project 
which combines all of their materials holdings plus six other area high schools' 
and Heartland Area Education Agency's collection. 

In 1985, the Curriculunr Service Certer was moved to Central Campus, with the 
utilization of its services increasing every year. COLLAGE, for example, has 
shown a growth of 100% in the five years. 
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POLICIES, STANDARDS, AND REGULATIONS 



There are several policies and standards which apply to media program 
operations in the Des Moines School District. The most pertinent ones are 
listed here with a synopsis of them and their locations in this document: 

POLICIES 

BOARD OF EDUCATION POLICY MANUAL, Policies 607 & 
608, Appendix A. 

These are the official policies which establish the basic selection of, and 
operation of, materials collections and the policy for requesting reconsid- 
eration of selected materials. 

ADMINISTRATIVE PROCEDURES MANUAL, Policy 607, Appendix B. 

These are the detailed procedures for the administration of the selection 
of materials and operation of materials collections, including the specific 
procedures for handling requests for reconsideration of materials. 

LIBRARY MEDIA HANDBOOK, (Table of Contents) Appendix C. 

This is a true handbook containing all of the information currently in print 
about the Des Moines Independent Community School District's practices 
and procedures for operating a school media center. It includes sample 
order forms, directions, and suggestions to help building personnel. 

MANUAL OF POLICIES AND PROCEDURES FOR 

SECONDARY SCHOOLS, Section 111, Appendix D. 

This manual for secondary principals and teachers contains a specific 
section devoted to the basic description of the role of a m^dia center. 

MANUAL OF POLICIES, PRACTICES. AND PROCEDURES 

FOR ELEMENTARY SCHOOLS, Section 612.29, Appendix E. 

This is the elementary manual which contains a specific section on the 
role and operation of a media center in elementary buildings. 

STANDARDS 

State of iowa Standards for Schools, 12.5(22) School Media Center 
Standards, Pages 24 & 25. 

These are the only standards which are enforceable by law and are 
covered in greater detail as indicated above. 
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PLAN FOR PROGRESS IN THE LIBRARY MEDIA CENTER PK-12, lowa 
Department of Education. 1990 (Table of Contents, only). 
Appendix F. 

This document is a revision of four earlier oms, which attempts to give 
quantitative and qualitative guidelines for library media facilities, staff, 
and programs in lowa schools. 

North Central Association for Accreditation for High Schools. 
Section 7, Learning Media Services. Appendix G. 

This section of the evaluation form is used by high schools as a self 
evaluation form and is also used by the visiting evaluation team. It is 
both quantitative and qualitative in nature, and failure to meet these 
standards could lead to a waming by the agency or even loss of the 
school's accreditation. 

INFORMATION POWER. American Association of School Librarians 
of the American Library Association. Association for Educational 
Communications and Technology joint standards. Washington. D.C.. 
1 988 (Table of Contents and Preface). Appendix H. 

This joint effort of two national professional organizations to establish 
quantitative and qualitative standards for the establishment and 
operation of school media programs and facilities. It is considered 
nationally as the guiding force in the field of school media programs, 
providing the philosophy and vision which media professionals strive 
to attain. 



CURRENT PROGRAM DESCRIPTION 



Media Services is a department of the Teaching and Learning Division, under 
Associate Superintendent Dr. Raymond Amisttonq. The services provided 
ere basically in the area of educational media at t^o levels: the support of the 
independent school building programs and a central media services center for the 
district which provides: 

Library hook acquisition and library media program assistance (Library Services) 

Teachr r-made materials (COLLAGE) 

Malnteiance of audiovisual equipment (Media Repair Service) 

Graphics, photography, video production, and brochure design (Production 
and Graphirs) 

Selecting and purchasing new equipment, loaning equipment and materials 
to schools and presenters, delivery of inter-school mail, planning and 
budgeting, assisting building media personnel, and administration of 
policies and procedures pertaining to all of the above (Administration) 

Organizational Chart 



Associate Superintendent for Teaching & Learning 



Director. Media Services 



Mgr. COLLAGE 



3 Part-time 
employees 



Mgr. Repairs 



Mgr. Production 



AV Repairman 
TV Repairman 
1/2 Video 
RepctTTxsn 



Mgr. i ibrary Services 



Media Production 

Specialist 
Part-time 

GrapNc Artist 



Process Clerk 
Order Clerk 
Secretan,' 



Secretary 
Driver & Sub 



Various media services are actually available from three sources. In addition to 
the school building centers and the central media services, Heartland Area 
Education Agency provides several services through its media center. Of the 
three sources, the building media center is the basic one. This is where the 
direct student contact and the instructional role begins. Each building media 
program operates independently with budgeting and supervision under the 
principal, utilizing the support and direction of the district-wide central media 
services as is appropriate to them. 
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The Heartland Area Education Agency Media Center provides a number of 
important services to the schools in its area, which includes the Des Moines 
Public Schools. The following list of sen/ices and products shows what they 
provided to the Des Moines Schools during the 1989-90 school year: 



4 "7^ A 

1 ,760 


Audio cass6u6S anci programs aupiicaiaa 


1 ,81 o 


square fadt of lamination 


1 ,o52 


Microcomputer programs 


14,992 


Bulletin board symbols 


3,712 


i>lides duplicated 


4, loo 


riimstnp frames 


221 


Vacuum forms 


29 


Signs 


718 


Transparencies 


12 


Iowa Studies kits 


4.547 


Videotape programs duplicated 


4,117 


Leaming Activity posters 


1.272,750 


Printing impressions 


34.110 


16 mm films 


427 


Muiti Media 


30.117 


Books (classroom collections) 


263 


Information searches 



Services offered by our central media services center, COLLAGE, which are 
duplications are: 

61.257 Square feet of lamination 
1 .050.000 Bulletin board symbols and letters 

Services that COLLAGE provides which are not available at Heartland are: 

Spiral plastic book binding 

Individual lettering devices for posters and signs 

Badge maker 

Dry mounting 

Rubber stamps and picture files 
Enlargement tracing 
Bulletin board paper 

Construction of pocket charts, flannel boards, magnetic boards, and 
easels 

The purpose of all media programs is to enhance the overall education of 
each student in developing the skills of locating, retrieving, and utilizing to the 
optimum whatever information is pertinent to that student's need. To that 
purpose, each building media program must provide a facility, materials, 
equipment, and personnel who can teach those skills. In addition, students 
need to learn to evaluate and select the most accurate, up-to-date, and 
approp' ate information, using critical thinking skills. 
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With the emphasis on site-based management, no building is required to 
answer to central media services except to follow certain procedures and 
policies to obtain particular services. For instance, no school has to order 
library materials from one particular source or In a certain way, but Library 
Sen/ices has developed procedures, which are continuously updated, and 
have proven to be the most efficient and cost-effective way to acquire materials. 
Schools may follow the a procedures in order to get the best service. 

NEEDS 

Based on comparison of the Des Moines independent Community School 
District to other metropolitan school districts such as Cedr Rapids, Iowa City. 
Waterloo. Davenport, and West Des Moines; and comparing to recommended 
standards put forth by national professional organi ons, Des Moines has had 
significant building needs for a number of years. 

The first need, materials budgets adequate to provide new and replacement 
library media materials, is reflected in the fact that the present district average 
expenditure of $4.61 per student for materials Is below the state average of 
$8.88 per student. This discrepancy has existed for years except for the four 
years of supplementary funding between 1984 and 1988. Library materials 
costs have risen proportionately to other items in the economy, but budgets 
haven't. Elementary books cost in excess of $10 each, secondary books are 
nearly $20 each, and magazines average $22 per subscription. 

Secondly, compared to other districts and national standards, our staffing of 
media centers is below average. According to a State of Iowa Department of 
Education report, the state average of certified media specialists is one per 
each 677 students. The Des Moines average is one per each 1765 students. 
The 18 certified staff of Des Moines arc assigned to the middle and high school 
levels, with none serving the elementary schools. This ratio has been slightly 
better, but a staff reduction in the early 1980s eliminated two positions. 

Third, Des Moines has had facility needs, especially in the elememary schools 
and the older middle schools, since the inception of library media programs 
at those levels. The beginning of every elementary library facility was the 
identification of some existing space, usually a classroom, into which was 
placed shelving, a card catalog, and some tables and chairs. Approximately 
one-third of those facilities were enlarged and remodeled as regular annual 
projects, and the new schools built in the 1960s and 1970s included specific 
library media facilities. All schools were surveyed prior to the present levy for 
facility improvement, and standards for spaces and equipment were written for 
elementary, middle, and high school media centers. These standards were 
based on the best existing facilities in the Des Moines schools, not on state or 
national standards. Wherever possible, these Des Moines standards are being 
used to guide the schools and architects in their planning for remodeling. The 
increase of costs beyond the original estimates is making it very difficult to even 
meet those modest standards that were established. Therefore, we have a 
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continuing need for larger, better equipped facilities in approximately one-half 
of the elementary schools. The middle schools are in better circumstances, with 
only one needing major improvement. High schools meet minimum needs. 

However, \j ensure continued quality in all secondary media centers, there is 
an urgent need for automated circulation systems in ail centers and electronic 
security systems in all the high school cf>nters to reduce the loss of materials. 

Although the noeds of the central service part of our program are not as 
pronounced as those of the building programs, each of the sections has had, 
and continues to have, areas of need which have not been met. 

The Administration section has needed, and still needr. a person to assist with 
the physical handling of equipment being received and loaned. This person 
would also be responsible for replacemeiit lamp inventory and distribution and 
similar clerical and operational functions, in lieu of the secretaries and director 
doing it. 

The Media Repair Service "ection currently needs a new vehicle for the 
television serviceman and perpetually needs new test equipment to be able to 
service the always-changing electronics in the equipment they service. They 
also advocate the institution of a replacement cycle for equipment because of 
fhe age, and related frequency of need for repair, of some of the equipment 
which schools are still trying to use. 

The COLLAGE has a continuous need for growth in funding to handle the 
increase in usa^e they have experienced in the last five years. The number of 
teachers using COLLAGE has doubled in the last five years, but the budget 
allowed for materials and equipment has increased less than ten percent. 
Perhaps even more significant is their need for some permanent laboratory 
assistants. This section has been operating with temporary, part-time help 
since its beginning in 1974. 

The Production and Graphics section need", to update and add to their 
equipment, especially in the areas of photography and video production 
equipment. This department is in the process of updating their computer 
graphics capability, but that will be a continuous process, also. The demand for 
their services has led to the addition of a part-time graphic artist, and demands 
now indicate that this position should be increased to full-time. 

The Library Services section's media specialist/manager is also responsible for 
the operation of the Central Campus Library and is only a ten-month position. If 
this person is expected to continue providing leadership and services in the 
elementary schools, perhaps there should be an adjustment in the assignment. 
This section is also operating at minimum, or below, clerical staffing level and 
could increase its production significantly with the addition of a clerical position. 



9 



GOALS 



Since the end of centralized budgeting, the first and most important goal has 
been to help the buildings recognize that the library media program should be 
one of high priority in their schools. To that end, at least four specific in-service 
opportunities have been offered for building personnel over the last six years, 
either to teams of administrators, teachers and media persons, or for media 
persons. 

RECENT IMPROVEMENTS 

The interest in, and ability of, some of the school library media centers to 
become involved in modern technology, including multiple uses of computers, 
is th« most significant recent improvement. Beginning with the introduction of 
the microcomputer Into the secondary schools, many media specialists became 
interested in. and knowledgeable about, various applications of them. It was 
just a short step to some of the media centers finding ways to equip themselves 
with microcomputers and applying them to library functions such as circulation, 
inventory control, and public access catalogs. 

The district-v/ide survey of media centers with subsequent "weeding" and 
temporary funding for replacement materials in the mid 1980s had a significant 
Impact, which might have been even greater if funding could have been 
contl.iued at that level. A part of this additional funding in 1984-85 was a grant 
offered to three schools, one at each level, to acquire and install an automated 
circulation system. The three successful applicants were Adams Elementary, 
McCombs Middle School, and Lincoln High School. This project was a catalyst 
for other schoois to find ways to install such systems. Roosevelt High School. 
Central Campus, Harding Middle School and Studebaker Elementary are 
among those schools that have. 

The six high school attendance centers have had additional experiences with 
computers which improved their effectiveness in researching materials. In 
cooperation with the Heartland Area Education Agency, each of these centers 
has a computerized program named ComCat (Compui9r Catalog) which 
consists of the card catalog of twelve area schools' and Heartland Area 
Education Agency's card catalogs. With this program students and staff can 
search for materials in a dozen sources, opening opportunities for interiibrary 
loan. Library media specialists use the information on ComCat for decisions 
in collection development and cataloging. 
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INPUT EVALUATION 



MEDIA SERVICES BUDGETS - 1990-91 



Central Office Budget - Salaries 





Pescriptior) 


Amount 


1 


uir9Cior 


^ cn ceo 


1 


Secrstarv 


16.640 


1 


Library Services Manager 


30.855 


3 


Clerical 


45,916 


1 


COLLAGE Manager 


22.407 


3 


COLLAGE Aides 


16,800 


1 


Production Manager 


24,698 


1 


Production Specialist 


19,516 


1 


Graphic Artist 


5,608 


1 


Repair Manager 


32,492 


3 


Repair Technicians 


57,012 


1 


Driver and 1 Substitute Driver 


22.980 




Total Salaries 


$345,576 



These salaries are for 18-1/2 different people, some of whom work 1/2 
time or less, so they are equal to only 15-3/10 full-time equivalents. 

Central Office Budget - Materials, Equipment, and Purchased Services 

Description Amount % to Schools^ 



Library Book & Magazine Binding 


$ 13.163 


100% 


Library and Office Supplies 


8.455 


60% 


Professional Books and Magazines 


8,265 


70% 


Audiovisual Equipment Repairs 


1 1 ,685 


1 00% 


In-district Mileage 


1.558 


0% 


COLLAGE and Production Supplies 


68,709 


75% 


Printing Supplies and Services 


6,173 


0% 


Audiovisual Materials 


6,650 


0% 


New Equipment (Office and AV) 


9,638 


0% 


Replacement AV Equipment 


21.399 


100% 


Total Materials, Equipment, and Services 


$155,695 





* Although the central media services budgets for, and expends, the above 
funds, a large amount of them go to buildings in services, materials, or 
equipment, only coming to the central media services for administration. 
The approximate percentages of each going to the schools is shown. 
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Building Budgets - Combined Salan'es • 1990-91 
Media Services Personnel 



Description AlDfiUDl 

1 7 Building Library/Media Specialists $ 595.369 

6 High School Library Clerks 89,752 
5 Secondary Media Associates 54,096 
Textbook Temporary Help 4,760 

32 Eiflmantan/Ubrarv Associates 39Q.542 

60 Total Building Personnel $1,134,519 

There are 60 actual people filling these positions, but they only 
constitute 55-9/10 full-time equivalent positions. They also only work 
9-1/2 months of the year. 

Building Materials Budgets - 1990-91 

Description Amount Per Pupil 

Library Books. Elementary Schools $ 15.317 

Magazines. Elementary Schools 1 4,385 

AV Materials. Elementary Schools 4.534 

Total Ekmentary School Budgets $ 34.236 $2.22 



Library Books, Middle Schools $ 16.530 

Magazines, Middle Schools 15.350 

AY Materials. Middle Schools 2^ 

Total Middle School Budgets $ 34.530 $5.30 

Library Books. High Schools $ 39.020 
Magazines, High Schools 21.791 
AV Materials. High Schools 6.178 



Total High School Budgets $ 66,989 $8.95 



Total Materials Budgets. All Levels $135,755 $4.61 
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PROCESS EVALUATION 



GOALS 

In reviewing the buildings' and dl&trict's goals, no specific media-related goals 
by buildings were identified for the year of 1090-91 . However, the director and 
managers wrote, and are monitoring, the following three goals/objectives: 

1 . To effectively supervise the central Media Services staff and to plan, budget 

for, administer, and evaluate the overall central media program. (Director) 

2. To assist building pnncipals and staff with media sen/ices whic h will enable 

them to fulfill their building objectives and to help them recognize the 
importance of building media programs. (Director. Managers, and Staff) 

3. To assist Central Office personnel in their contribution to the educational 

program and the District's mission. (Director. Managers, and Staff) 

Monitoring is done jointly by the Director; Manager, Media Repair Service; 
Manager. COLLAGE; Manager. Media Production; and Manager, Library 
Services. The following job descriptions describe their basic functions. 

ADMINISTRATION 

This section consists of the director, one secretary, and the inter-school mail 
driver. In addition to the regular administrative functions of planning, budgeting, 
record keeping, and supervision of personnel and programs, this section is 
responsible for inter-school mail delivery on a twice-a-week basis, which 
includes the distribution of the loan equipment, the pick-up and retum of AV 
equipment needing repairs, and distribution of replacement projection lamps. 

One of the planning functions is the assistance in selection and bidding of new 
AV equipment. Also, once it has been ordered and received, it must be checked 
over, processed into property accounting, and delivered to the schools. 

Director, Media Services 

I. WORKING RELATIONSHIPS: 

A. Reports to : Associate Superintendent for Teaching and Learning 

B. Receives direction and supervision from : Associate Superintendent 

C. Receives guidance and counsel from : Superintendent, Associate 

Superintendents, and Executive Directors 

D. Provides direction and supervision to: Central Media Services and 

building staff 

II. CHARACTERISTICS OF THE POSITION: 

A. Required experience or training : Master's degree in Media, teaching 

certificate, knowledge of curriculum, administrative experience or 
training, and experience as a school media specialist. 

B. Desired experience or training : Graduate courses beyond the 
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Master's degree in instructional design and curriculum, successful 
teaching and administrative experiences. 
C. Special requirements : Broad understanding of all aspects of instruc- 
tional materials and their effective utilization. 

III. DUTIES AND RESPONSIBILITIES: 

A. Curriculum : Assist in planning and developing programs within the 

framework of the disthct's policies and philosophy, utilizing 
instructional materials to the greatest advantage. 

B. instruction : Promote the utilization and development of media centers 

and programs through in-service meetings and provide guidelines 
for materials, equipment, facilities, and personnel to enable them. 

C. Supervision : Supervise the operations and staff of the central Media 

Services component, and assist building principals in supervision 
of their building media programs and personnel. 

D. Administration : Be responsible for planning and execution of Media 

Services' budgets and operations with staff. 

E. Public Relations : Maintain a courteous, friendly attitude towards 

clientele and require the same from staff, promoting Media Services 
at every opportunity. 

MEDIA REPAIR SERVICE 

The Media Repair Service consists of the manager and 2-1/2 technicians. They 
are responsible for keeping the AV and TV equipment in good working order for 
the school district. 

Manager, Media Repair Service 

I. WORKING RELATIONSHIPS: 

A. Reports to : Director, Media Services 

B. Receives direction and supervision from : Director, Media Services 

C. Receives guidance and counsel from : Director. Media Services 

D. Provides direction and supervision to: AV/TV repair technicians 

assigned to this area 

II. CHARACTERISTICS OF THE POSITION: 

A. Required experience or training : High school education, plus 

special electronic and mechanical training and managerial/ 
supervisory skills. 

B. Desired experience or training : Five years of experience 

in electronic-mechanical repairs and demonstrated skills in 
organization and management. 

C. Special requirements : Ability to adapt to changes of equipment; 

ability to manage this service with high degree of success; 
ability to supervise the personnel under him; ability to cope 
with criticism from clientele and maintain best possible public 
relations. 
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III. DUTIES AND RESPONSIBILITIES: 

A. Curriculum : Keep all appropriate equipment working at a 

level to enhance rather than impair the presentation of the 
curriculum. 

B. Instruction : Assist in preparing and presenting appropriate 

in-service training on the operation and care of equipment. 
C Supen/ision : Direct the performance of duties of the personnel 
under the manager's direction. 

D. Administration : Be responsible for the planning and execution 

of this service Including: budget, work scheduling, parts 
inventory control, record keeping and evaluation of proposed 
new equipment. 

E. Public Relations : Maintain a courteous, friendly attitude towards 

clientele and require the same from all repair personnel. 

COLLAGE 

Operated by a full-time manager and three part-time assistants. COLLAGE 
attempts to sen/e all district personnel in terms of their creation of instructional 
materials, visual aids, and classroom enhancements. To accomplish this, a 
variety of raw materials and appropriate equipment is provided for individuals 
to use. Although two of the services which are available here are also avail- 
able at the Heartland Area Education Agency Media Center, one difference is 
that COLLAGE provides the iraterials and equipment with the patron providing 
the labor, while Heartland A.E.A. provides the materials and labor but charges 
for them. Additional factors are the time it takes to send the work, have it done, 
and get it back, versus going to COLLAGE and doing it the same day, plus the 
advantage of being able to design the product from the multitude of materials 
and make it on the spot. 

COLLAGE Manager 

I. WORKING RELATIONSHIPS: 

A. Reports to : Director, Media Services 

B. Receives direction and supervision from: Director, Media Services 

C. Receives guidance and counsel from : Director, Media Services; 

subject area supervisors 

D. Provides direction and supervision to : Laboratory assistants 

II. CHARACTERISTICS OF THE POSITION : 

A. Required experience or training : High school education; on-the-job 

training on special equipment and techniques; successful 
experience in a service occupation demonstrating creative ability. 

B. Desired experience or training : Basic art education courses or graphics 

training. 



C. special requirements : Management and supervisory skills; ability to 
take and give directions; ability to work well with administrators, 
teachers and associates; ability to interpret needs of clientele to 
produce a product. 

III. DUTIES AND RESPONSIBILITIES: 

A. Curriculum: Help teachers create teaching aids or materials. 

B. Instruction: Conduct in-service demonstrations or workshops on 

creating educational materials. 

C. Supen^ision : Supen^ise COLLAGE assistants in the laboratory and 

specific projects being conducted in the laboratory, as needed. 

D. Administration: Plan for the efficient opeu jn of the COLLAGE in the 

areas of budgeting for supplies, scheduling hours of operation and 
the laboratory assistants, soliciting and procuring materials for 
COLLAGE, planning workshops, and necessary record keeping. 

E. Staff Development : Support the Teaching and Learning Division. 

as required, in providing staff development. 

F. Public Relations: Work with business, industry, groups of parents and 

others to assure the availability and distribution of reusable 
materials for teacher use in COLLAGE. 

PRODUCTION AND GRAPHICS 

This section consists of the manager-graphic artist, the production specialist 
and a part-time artist. Original artwork, photographs, and prepared art are 
incorporated into brochures and publications for teachers and administrators, 
with the layout and design of the publications being done by the artists. Titles or 
captions for printing, overhead transparencies, slide presentations, and video 
productions, plus some posters and lettering masters, are also prepared by the 
artists. 

The production specialist provides photography for district publications. The 
specialist also provides a full-service media production facility, producing 
original slide presentations, video programs, and audio recordings. The section 
also consults on programs that they cannot produce and assists the secondary 
schools with the student ID photo project. 

Media Production Manager 

I. WORKING RELATIONSHIPS: 

A. Reports to : Director, MGdia Services 

B. Receives d irection and supervision from : Director, Media Sen/ices 

C. Receives guidance ana counsel from : Director, Media Services; 

subject area supervisors 

D. Provides direction and supervision to : Media Production Specialist 

and part-time Graphic Artist 
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II. CHARACTERISTICS OF THE POSITION: 

A. Required experiencft or training : Degree in graphic arts: production; 

design and layout; mechanics of paste-up; knowledge of printing 
for publications; knowledge of type; production planning for publi- 
cations; photography; black-and-white darkroom techniques. 

B. Desired experiencQ or training : Consulting; care and use of special 

equipment commonly used in this area. 

C. Special requirements : Schedule activities and meet deadlines; set 

priorities; maintain good working re' .tionship with people; assist 
persons with projects and in developing organization skills. 

III. DUTIES AND RESPONSIBILITIES: 

A. Curriculum : Assist the Teaching and Learning division directors, 

supervisors, other administrators and teachers in the production 
of audiovisual materials and use of techniques for curriculum 
development and/or related communication devices. 

B. Instmction : Provide appropriate instmction in media production and 

planning. 

C. Supervision : Supen^ise the technical aspects of projects being done 

by consultants or parts of projects which are rublet to outside 
agencies. 

D. Public Relations : Present the best possible image of the school district 

in all the wori< of the Production Section. Assist the administrative 
group in the development of communication devices within the limits 
of the policy and procedures established for project acceptance. 

..IBRARY SERVICES 

The Library Services Manager and three clerical employees constitute this 
section. Among the services they provide is professional leadership. The 
manager is primarily responsible for planning and conducting regular meetings 
with the library associates and helping the director assist and advise these 
elementary media personnel. Another responsibility of this section is technical 
services or processing of new materials for the libraries. 

Manager, Library Services 3/5 time; Librarian. Central Campus 2/5 time 

I. WORKING RELATIONSHIPS: 

A. Reports to : Director, Media Sen/ices; Director, Central Campus 

B. Receives direction and suoen/ision from: Director, Media Services; 

Director, Central Campus 

C. Receives guidance and counsel from: Director, Media Services; 

Director. Central Campus; and subject area supen/isors 

D. Frovldes direction and supervision to: Library and processing 

clerical staff, library clerk, and students of Central Campus 

E. Provides guidance and counsel to: All library personnel and 

teachers of Central Campus 
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II. CHARACTERISTICS OF THE POSITION: 

A. Rftquirad experiflnea or training : M.A. in Library Science, K-12 

School Librarian's endorsement, cataloging skills, knowledge of 
selection and reference tools. 

B. Desired experience or training: Extensive knowledge of books, 

authors, publishers, and cataloging of books and materials; school 
library experience; knowledge of curriculum «:'td library trends. 

C. Special requirements : Ability to take responsibility for technical 

aspects of cataloging and to supen/ise personnel in their routines; 
be able to establish time lines for work; ability to communicate 
effectively with teachers, students, library media specialists, library 
associates, and other district personnel regarding library media 
programs. 

III. DUTIES AND RESPONSIBILITIES: 

A. Curriculum : Read and/or review professional literature, maintaining 

an appropriate collection of such materials for library staffs; 
consult with elementary personnel to improve library programs; 
help implement K-12 library skills instruction; assist with reading 
programs; catalog and classify all media materials to fit the 
curriculum. 

B. Instruction : Help develop and deliver in-service activities for all 

library media personnel, teachers, and principals, as appropriate. 

C. Supflrvision : Assist library media associates and library associates in a 

professional capacity: assist library associates with library management 
skills; supervise clerical staff; operate the Central Campus Library. 

D. Administration : Operate the processing function for library/media 

materials; participate in decisions on library programs; plan Library 
Associates' meetings. 

E. Staff Development : Provide instruction in any library media area, as 

need is identified. 

F. Public Relations : Serve on appropriate school committees and 

community groups. Provide book talks, library or literature- 
related programs to groups. 

BUILDING PROGRAMS 

Library Media Specialist (Secondary schools) 

I. WORKING RELATIONSHIPS: 

A. Reports to : Building Principal; Director, Media Services. 

B. Receives direction and supen/ision from: Building Principal; Director, 

Media Services; State Library Media Consultant; Area Education 
Agency representatives; Purchasing Department; Textbook Section. 

C. Receives guidance and counsel from: Building Principal; Director, 

Media Services; faculty; district administrators and consultants; 
community representatives. 
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D. Provides direction and supervision to : Support personnel. Student 
assistants, adult volunteers, users of the center. 

I. CHARACTERISTICS OF THE POSITION: 

A. Required experience or training : Bachelor's degree in Library Media 

Science from an American Library Association accredited university 
and Iowa teacher certification. 

B. special requirements : Broad understanding of all aspects of instruc- 

tional materials and effective communication skills and an 
appreciation of the importance of reading and life-long learning. 

I. DUTIES AND RESPONSIBILITIES: 

A. Curriculum : Participate in curriculum planning and development; 

select, acquire, and organize materials to supplement and enrich 
the curriculum; protect intellectual freedom; develop units of 
instruction in cooperation with teachers. 

B. Instruction : Assist and Instruct students and teachers in effective use of 

the library media center; stimulate and guide students to become 
skillful and discriminating in the use of print and non-print materials; 
introduce students to other library resources in the community, state, 
and nation; encourage the lifetime habit of continuing education 
and cultural growth; share teaching responsibilities in library-related 
units of study, promote computer literacy. 

C. Adrpinistration : Plan the media program to support the district and 

buildinQ goals; develop and maintain the collection of materials; 
implement policies and procodures so that students and teachers 
have easy access to the materials, equipment, and programs of the 
library media center on all days school is In session; provide 
information about media program objectives and functions and 
develop public awareness and support; p!an and implement 
computerized library management systems; evaluate the media 
program. 

D. Staff Development : Contribute to staff development and in-service 

programs by planning, attending, and teaching courses; serve on 
committees and participate in extracurricular activities in the 
building and the district; continue personal professional growth 
through reading, course work, membership and participation in 
professional organizations. 

Elementary Library Associate 

I. WORKING RELATIONSHIPS: 

A. Reports to: Building Principal 

B. Receives guidance and counsel from : Building Principal; Director, Media 

Services; Librarian of Media Services; other Media Services staff; Middle 
School Librarian; Area Education Agency 11; Public Library profes- 
sionals; building staff and others. 

C. Provides direc tion or supervision to: Students and parent volunteers. 

19 



ERIC 



II. CHARACTERISTICS OF THE POSITION: 

A. Required experience or traini ng: High school diploma, typing and filing 

abilities, in-service trainin^i from Media Services in library procedures 
prior to starting to wori^. 

B. Desired experience or training : Two years of college with courses in 

children's literature and elementary education and/or prior work 
experience in a library. 

C. Special requirements : Friendly, outgoing disposition with a love of 

children and reading; ability to work with adults; high degree of 
organizational skills and some creative or artistic ability. 

III. DUTIES AND RESPONSIBILITIES: 

A. Curriculum : Assist teachers and students in the use of the library and its 

materials; perform the necessary organizational and clerical functions; 
weed and assist in selection; prepare book orders and magazine 
orders; do inventory and reports. 

B. Supervision : Operate the building level library program under the 

guidance of Media Services, principal, and building staff; create a 
warrr. learning environment in the media center; assist teachers in 
inplemertting the media program relating to mastery of research 
and information skills, appreciation of literature and media, critical 
inquiry, social responsibility, and enjoyment of learning. 

C. Administration : Organization, utilization, and circulation of the medi?i 

center materials which support and enhance the cumculum; creation 
of an inviting learning environment in the media center. 

IN-SERVICE AND PROFESSIONAL DEVELOPMENT 

In-service activities planned for the 1990-91 year consist of approximately five 
meetings after school for the secondary librarians and six meetings after school 
for the elementary library associates, one meeting for each (of approximately 
three hours) during the pre-school in-service days, and In-service Day. Topics 
such as the new state standards for library media programs, this report, new 
books, review of procedures for ordering and selecting materials, and ways to 
create interest in library materials are discussed. This is typically the minimum 
program, but over the last five years, other r^^ograms utilizing nationally noted 
authorities have been offered. It was felt th .he media program has utilized its 
proportionate share of funds for in-service and staff development, and no 
outside personnel were requested this year. 

The Director, Library Services Manager, and several media specialists have 
attended Iowa Educational Media Association meetings regulariy. In 1990-91 
the Director attended a one-day technology workshop at the Heartland Area 
Education Agency, and the Library Sen/ices Manager attended a one-day 
seminar on children's literature activities, along with several library associates, 
and a one-day wori^shop for media specialists sponsored by Heartland, along 
with several media specialists. 



In addition, the manager is active in the Iowa Reading Association and has 
served on various local and national committees of the international Reading 
Association professional organization. She also served as the local council 
president of tr ^ .R.A. for two years and made a presentation at a national level 
con.^rence of \ e International Reading Association, and at a national level 
conference c; the American Association of School Librarians. 

The eighteen certified media specialists (the secondary schools and the 
Library Services Manager) are truly professionals, two-thirds of them having 
acquired at least a Master's degree. In the past three years, several have 
become active in the American Association of School Librarians and have 
attended their national conference or that of the American Library Association, 
the parent organization. All of them have served on various school and district 
commil^e^s; some have served, or are serving, on regional or state profes- 
sional committees; and two have served as presidents of their regional or 
state organization. Several have received local grants with which to enhance 
their programs, and some have been honored by their peers at the statewide 
level for their contributions to the profession. 

As part of their professional attitude, they all feel that the Des Moines School 
District has yet to make a sufficient financial commitment to library media 
programs. 

PROGRAM MANAGEMENT 

The management system used for monitoring the central media services 
program is primarily the district procedure for evaluation of employees on a 
regulariy scheduled basis, plus a monthly monitoring of budget expenditures, 
monitoring reports of productivity quarteriy, management area visitations, 
and both unsolicited and solicited testimonials from teachers, administrators, 
and parents. 

Most of the direct management of programs and personnel in the school 
buildings is done by the principal, with assistance by the Director of Media 
Services, such as on evaluation of the personnel, upon request. However, 
advice and direction is given to media persons in the buildings for best 
operation of their programs by the director and manager, as deemed 
appropriate by them or the building principal. 



PRODUCT EVALUATION 



LIBRARY SERVICES SECTION 



3142 pieces of material were processed for the school media centers during 
the school year 1989-90. which includes making catalog cards, spine labels, 
pockets and cards, and attaching pockets. These materals are over and above 
the thousands of pieces that the schools received, ready for the shelves. 

This section also circulated 314 kits, 777 materials, and 843 magazines to 
school media centers during the period of July 1 to November 1. 1990. These 
items came from the small collection of materials primarily designed to assist 
school media center personnel, but especially the elementary library 
associates, to do the best possible job. 

They placed 408 orders for materials for school media centers, either by typed 
purchase orders or by direct line using a computer, during the year of 1989-90. 
All library materials orders are channelled through this offici. some of which 
only require approval. 

One of the clerks is also responsible for the equipment loan center, which is 
technically an administrative section function. During the period of July 1 to 
November 16, 1990, she circulated 379 pieces of equipment to schools (when 
needed to suj. 'ement their own) anu to school-related groups for meetings. 
This equipment is maintained specifically for that purpose and consists of: 



16 mm film projectors Overhead projectors 

Video cassette recorders Television receivers 

Sound amplifier systems Video tape camcorders 

Slide projectors Filmstrip projectors 

Record players Audio tape recorders 

Projection screens Slide-tape synchronizers 



Finally, this section also maintains a preview collection of over 2,000 newer 
children's books for elementary personnel to use in making selection for their 
media centers. Most of the patrons use the collection on-site, but 289 books 
were circulated during the period of January 1990 through June 1990. Early 
figures indicate there is a higher rate being circulated in the 1990-91 school 
year. 



MEDIA REPAIR SERVICE 



This AV/TV repair section, consisting of the manager and 2-1/2 technicians, are 
physically housed at the Transportation iacility on Harding Road. Although 
most of the sen/ice of equipment is done at the repair facilities (equipment is 
brought in and returned by the inter-school mail delivery person), some calls 
are made to schools to service television receivers and video cassette systems. 



The fc.lowing tables are illustrative of their production: 
UNITS OF AV EQUIPMENT REPAIRED: 



Type Equipment 1987-eg 1988-89 1 989-90 

16mm Projector 342 315 259 

Television 457 584 682 

Record Player 136 165 92 

Fllmstrip Projector 130 165 114 

Overhead Projector 138 212 183 

Tape Recorder 374 350 298 
Slide projectors, earphones, video cassette recorders, microphones, radios, 

amplifiers, and others 2fi9 235 298 

Total 1846 2026 1 926 



In effort to determine the cost-effectiveness of this service, the following 
estimates were made, basing commercial costs on telephone enquiry to sample 
commercial service providers, and actual costs on the combination of salaries 
and repair parts for a twenty-five-month period between September 1988 and 
October 1990. 



ESTIMATED COST OF COMMERCIAL REPAIRS TO AV EQUIPMENT THAT 
WAS REPAIRED BETWEEN SEPTEMBER 1988 AND OCTOBER 1990: 



Type Equipment 


No. 


Min. Labor 


Tot. Labor 


Ave. Parts 


Tot. Parts 


16mm Projector 


574 


$60 


$ 34,440 


$20 


$ 11,480 


Television 


1371 


50 


68,550 


18 


24,678 


Record Player 


263 


19 


4,997 


10 


2,630 


Filmstrip Projector 


284 


29 


8,263 


7 


1,988 


Overhead Projector 


408 


35 


14,280 


15 


6,120 


Tape Recorder 


690 


10 


6.900 


10 


6.900 


Other , 


456 


10 


4.560 


12 


5.472 








$141,990 




$59,268 



t 



ESTIMATED COSTS, ALL UNITS $201 ,258 

ACTUAL COST OF REPAIRS PERFORMED BY AV & TV REPAIR SECTION: 

ACTUAL LABOR, ALL UNITS $128,000 for 25-month period 
ACTUAL PARTS, ALL UNITS $ 31 ,250 for 25-month period 
TOTAL COSTS, ALL UNITS $1 59,250 for 25-month period 

DIFFERENCE IN COSTS EQUAL $42,008 

Perhaps the most significant contribution is the average downtime of f've days 
or less, compared to a possible two to four weeks using commercial firms. 
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COLLAGE 



The following statistics reflect the usage of COLLAGE: 

Registered COLLAGE Users 

Date Total Users/Month (Did not record specific users before 1989) 

Oct 83 410 

Oct 84 509 

Oct 85 58 8 

Oct 86 726 

Oct 87 800 

Oct 88 1185 

Ave. Daily Gr. K-5 Or. 6-8 Gr. 9-12 Other 
Oct 89 1162 43 737 87 147 148 

Oct 90 1410 50 989 87 167 1 17 

Having determined fairly accurately who the users were through a check in/out 
form, it was decided to expand the information about the use of the facility. A 
special survey was conducted during the first week of October 1990. to deter- 
mine how frequently the "customers" used the facilities and what they used 
while there. A volunteer and the regular employees attempted to interview and 
complete a form for every user during that six-day period, concentrating on the 
frequency of use by each user, the equipment they used, and what type of 
matehals they used. It is evident that the vast majority of the users did more 
than one activity during their visit, using a number of pieces of equipment and 
a variety of materials: 

Frequency of use: More than once a week - 29; Once a week = 67 

Once a month = 45; Once a year * 1 1 ; First time = 16 

Equipment used: Laminator = 165; Ellison Letters = 127; Binder = 71 

Copy Machine « 63; Leteron * 56; Tracing s 52 
Badge Maker = 44; Transparencies = 30 
Stylewriter = 23 

Materials used: Poster Board = 105; Bulletin Board Paper = 63 

Rubber Stamps = 52; Picture Files « 44; Easels = 23 
Pocket Charts = 32; Flannel Boards - 18; Printed Maps, 
Charts, Pictures, etc. = 45 

A copy of the COLLAGE SURVEY form used appears in Appendix J. 
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Production and Graphics 

320 projects were completed in 1989-90, averaging 27 per montl^. 
These graphs show percentages by Clients, Type of Service, and Time. 



5.3% 



2.4% 



18.3% 




34.3% 



12.5 





26.5% 



0.9% 



42.4% 




,3% 



6.0% 



By Clients 

B Public & Governmental Relations 
I Administration (Teaching & Learning) 

S Administration (Management Services) 
@ Elementary Schools 
□ Middle Schools 
0 High Schools 
Misc. 



By Type 

I Publications (Design & Photos) 
I Non-Publication Photography 
S Video/AV Productions 
ESI Video Duplication 
6.0 % DI ID Card Projects 
B Displays 
S Presentation Aids 
I Graphic Design & illustrations 
□ Misc. 



4.6% 3.6% 



3.3% 



10.7% 
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44.7% 



By Time 

B t Hour or l6ss 
■ 2-4 Hours 
S 5-8 Hours 
^ 2-3 Days 
I I 4 Days + 



BEST COPY AVAILABLE 



BUILDING MEDIA CENTERS 



ELEMENTARY SCHOOLS 

There are 42 elementary schools, 41 of which have media centers. These 
centers are operated and maintained by 32 library associates under the 
supervision of their principals, assisted by the Library Services Manager and 
the Director of Media Services. They provided these services in 1989-90: 

- Circulated 529,471 pieces of material (mostly books) to students 

- Circulated 80,922 pieces of material to teachers 

- Served 24,759 classes, or an average of 2,751 per month, or 246 per day 

(6 classes per day per elementary building) 

- Had an average of $400 for books and $100 for magazines 

- Average materials collection size was 6054 

MIDDLE SCHOOLS 

There are 1 0 middle schools served by 1 0 certified library media specialists 
(one each) supervised by their principals. The Director and Manager assist 
these persons on request and provide regular in-service meetings for them 
throughout the year. The Director also assists the principals with their 
evaluation upon request. They reported the following services for 1989-90. 

- Circulated 109,886 pieces of material to students and teachers 

(At least 12,900 pieces of material were used in the media center, 
but not circulated) 

- Served 6,009 classes, or an average of 668 per month, or 30 per day 

(3 classes per day per middle school building) 

- Served at least 90 students per day as independent walk-ins 

- Had an average budget of $2500 for books and $500 for magazines 

- Had an average collection size of 8482 

HIGH SCHOOLS 

The five high schools and Central Campus each operate a media center which 
is served by one certified library media specialist and one library cleric. The two 
largest high schools have two library media specialists, and four of the schools 
also have an associate who schedules and circulates the media (AV) 
equipment. Their statistics for the school year 1989-90 follow: 

- Circulated 45.838 pieces of material to students and teachers combined 

(At least 23,400 pieces of material were used in the center, but 
were not circulated) 

- Served 3,199 classes of students, or an average of 355 per month 

(3 classes per day per high school building) 

- Served at least 125 students per day as independent walk-ins 

- Had an average budget of $7000 for books and $2000 for magazines 

- Had an average collection of 17.779 
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DISTRICT TOTALS 



Total Circulation for All Schools for School Year 1989-90: 685,195 pieces of 
material, or an average of 22 per student 

June 1990 Inventory of Materials in All Building Media Centers: 
Elementary 248,217 (averaging 6,054 per building) 

Middle Schools 84,829 (averaging 8,482 per building) 
High Schools 106.677 (averaging 17,779 per building) 
Total 439,723 

OUTCOMES 

The above figures tend to show that the areas of the district's central media 
services have been relatively high and successf. I in production. Without any 
comparison, the buildings' statistics look rather impressive. However, it would 
be easy to see ways to increase most of the central media services production. 
Additional automated equipment and more funds for materials for COLLAGE are 
just two. An improvement in the Repair section would be to increase the budget 
for replacement equipment, thereby cutting the cost of repair parts and labor. 
The advantages would be in user satisfaction, reliability of the equipment, and 
measurably better performance of equipment. 

As high as the figures of utilization of library media centers may appear, the 
figures for elementary schools reflect a minimum in terms of actual opportunities 
for the child to use the library. Students get to go to the library media center an 
average of once a week and are there an average of thirty minutes. Their 
activities in that period will vary somewhat, but is primarily for exchanging their 
books from the week before for new ones. 

Since the library associates are not certified library media specialists, they are 
not qualified to give instruction in the use of the media center and information 
retrieval. Also, since approximately half of them sen/e two buildings, there isn't 
time for much more than the circulation and collection maintenance. 

The opportunity for students to expand their leaming abilities throjgh optimum 
utilization of media centers and the materials therein is limited by the elementary 
media programs. Fortunately, middle school and high school media centers and 
library media specialists have been able to make up for some of this limitation, 
but how much further students' skills might have been developed by a full-time 
certified elementary media specialist is unknown. 

ADHERENCE TO STANDARDS 

There have been few standards for school library media centers or programs 
that have had the force of law prior to the current State of Iowa Standards for 
Schools, most of which were to be in force as of July 1 , 1990. These new 
standards are the most specific and complete ones in that category. Previous 
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standards have been formulated by professional organizations suc^ as the 
American Library Association, the American Association of School Libraries, 
and the Iowa Educational Media Association (working in conjunction with the 
Iowa Department of Education) and have been considered more as yardsticks 
by which to measure programs than mandatory minimums. 

One set of standards that has more force is the set imposed by the North Central 
Accrediting Association, a regional accrediting association to which schools 
apply for admission and continuing membership. Receiving and maintaining 
membership, especially at the high school level, indicates an educational 
program of quality, often enhancing the graduate's ability to gain admission to 
colleges and universities. Most districts, as does the Des Moines District, only 
belong to the high school division. 

The district may fail to meet the state standards for personnel. The weakest 
areas in the overall program at the elementary level are personnel, budget for 
materials, and facilities. The nine state standards are listed below, along with 
how well they are being met currently. 

State of Iowa School Media Center Standards 12.5(22) 

1 . The board shall establish and operate a media services program to support 

the total curriculum. 

This standard has been met since at least 1967. 

2. Each attendance center shall have a media center (except in single, 

combined facilities). 

This standard is being met in all regular attendance centers. 

3. The board shall adopt a policy for procedure for selection, replacement, gift 

acceptance, weeding and reconsideration of school media center 
and text materials. 

This standard is met '^y Board Policies and Procedures. 

4. The collection shall foster a nonsexist, multicultural approach for curriculum 

studies and individual interests. 

This standard is covered in the same section of Board Policies and Procedures. 

5. The budget for each media center shall include funds for replacing and 

updating materials. 

Each building establishes a media budget for this purpose. The amounts 
allocated are always restricted due to other financial needs, and at $4.61 per 
student, are probably marginal. 
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6. 



Each media center shall be supervised by a qualifiec: media specialist who 
works with students, teachers, and administrators. 



The elementary media centers are staffed by non-certificated personnel who 
are supen/ised by the Library Services Manager and the Director of Media 
Services. This oiay not meet this standard. 

7. A full range of information sources, associated equipment, and services from 

the media center staff shall be available to students and the faculty. 

This has been the philosophy universally, h"j» some centers do not actually 
have the materials or equipment, so in tha. respect, the standard may not be 
met. 

8. Each media center shall be accessible to students throughout the school 

day. 

This is being done. All centers are open, but they are not always staffed. 

9. The school or school district shall develop and implement a curriculum 

guide covering all grade levels operated for instruction and reinforce- 
ment of information search and media skills integrated with classroom 
instruction. 

A skills guide was written in 1986 and 1987, and this guide was incorporated 
into the subject area curriculum guides. 
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FUTURE PLANNING 



The plans for the future of Media Services must include determining whether 
the needs stated earlier are currently the correct ones and which should get the 
highest priority. 

Most of those needs are not new or particularly unique to the year of 1990-91 . 
They have existed in the Des Moines School District to a greater or lesser 
degree for many years. Several attempts have been made over the years to 
improve the situation, but they have not been successful to the point of a 
solution. 

What is new are the State of Iowa Standards and the need to recognize that 
they dictate the media program as never before. Any plan for action must 
include informing all building administrators of these and helping them plan for 
the adjustments to meet the standards. 

Therefore, plans are as follows: * 

1 . Determine the building and district media program needs in relation to 
those standards with the help of the central and building administrators. 

2. Assign priorities to the determined needs on an individual building basis. 

3. Design and develop a program for eacn building, based on priorities 
assigned. 

4. Implement this program in buildings. 

5. Evaluate the effectiveness of this program. 

6. Make appropriate adjustments as needed. 

Any success of these plans will also address the previously identified needs 
or will show that they are no longer the priorities that they might have been. 
Success should also demonstrate that media services do have impact on the 
teaching and learning processes and that although information retrieval is 
an important component, the ability to use critical thinking skills in using the 
information appropriately is even more important. The skills involved in 
learning to use media, that need to be developed at the elementary level, 
interrelate with the development of reading, writing, and thinking. 
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BOARD OF EDUCATION POLICY MANUAL 



SERIES m CODE fiflfi TITLE DRILLS FOR EMERGgMCIES 

Building principals, subject to approval of the Superintendent, shall develop orderly 
procedures for use in various emergency situations. An adequate number of drills for 
these procedures shall be conducted and all necessary information regarding these 
procedures shall be furnished to occupants of the specific buildings. 



SERIES m CODE gflZ TITLE SELECTION OF iNSTBUCTIQNAL 

MATERIALS 

The District shall provide a wide range of instructional materials at all levels of 
difficulty. The selection process shall consider diversity of approach and the 
presentation of different points of view. 

See the School District Administration Procedures Manual: 

1 ) Statement of Rules 

2) Instructions to the Reconsideration Committee 

Curriculum materials shall be recommended by the Curriculum and Instruction 
Advisory Committee, selected by the Textbook Selection Committee, and approved by 
the Board of Directors. 



SERIES m CODE fiflfi TITLE PROCESS FOR 

BECONSIPERATION OF 

INSTRUCTION/^ MATERIALS 

Any resident of the District may formally challenge instructional materials used in the 
education program. The District will maintain a Reconsideration Committee to provide 
an open forum for discussion of challenged materials and to make an informed 
decision on the challenge. 

Recommendations of the Reconsideration Committee and action of the Administration 
will be reported to the Board of Directors. Any member of the Reconsideration 
Committee or the complainant, if not satisfied with the decision of the Committee or 
action taken by the Administration, may request that the matter be placed on the 
agenda of a meeting of the Board of Directors within one month following the official 
notification. 
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ADMINISTRATIVE PROCEDURES MANUAL 

DES MOINES PUBLIC SCHOOLS 
Office of the Associate Superintendent for Teaching and Learning 

September 1990 



The following is taken from the Administrative Procedurfes Manual for the Board Policy 



SERIES 600 CODE 607 TITLE SELECTiON OF INSTRUCTIONAL 

MATERIALS 

The district shall provide a wide range of instmctional materials in all levels of difficulty 
and allow for review of allegedly inappropriate instructional materials. Diversity of 
appeal and the presentation of different points of view shall characterize instructional 
materials. 

STATEMENT OF RULES 

I. Responsibility for Selection of Materials 

A. The Board of Directors is legally responsible for all matters relating to the 
operation of the Des Moines Independent Community School District. 

B. The professionally trained and certificated staff employed by the school 
system is responsible for selecting and recommending instructional materials 
to the Board of Directors for purchase. 

C. For the purposes of this rule, the terms "instructional materials' or "materials* 
include printed and audiovisual materials (not equipment), including text 
materials and library/media center materials. 

D. The selection of library or media materials involves many people (principals, 
teachers, students, supervisors, community persons, and library/media 
specialists). The responsibility for coordinating the selection of most library 
materials and making the recommendation for purchase rests with certifi- 
cated library/media personnel or principals with their appointed committees 
of certificated teachers where there is no certificated library/media person 
assigned. Requestf for purchase of library materials will be approved by the 
Director of Media Services. 

^ Responsibility for coordinating the selection of instructional matenals will rest 
with the School Board Advisory Committee. The School Board Advisory 
Committee is composed of students, parents, instructional staff, community 
representatives, and administrators. The membership of this committee is 
determined by the School Board, with assistance from the Associate Super- 
intendent for Teaching and Learning. This committee receives, reviews, 
and acts upon the individual evaluation committee's reports. 
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SELECTION OF INSTRUCTIONAL MATERIALS. Code 607 

The School Board Advisory Committee then presents proposed instructional 
materials adoptions to the Board of Directors for review and action. 

II. Criteria for Selection of Materials 

A. The following general criten'a will be used as they apply: 

1 . Materials shall support and be consistent with the general educational 
goals of the district and the objectives of specific courses. 

2. Materials shall meet high standards of quality in factual content and 
presentation, and shall be by competent and qualified authors and 
producers. 

3. Materials shall be appropriate for the subject area and for the age. 
emotional development, ability level, and social development of the 
students for whom the materials are selected. 

4. Materials shall have aesthetic, literary, or social value, and their physical 
format and appearance shall be suitable for their intended use. 

5. Materials shall be chosen to foster respect for minority groups, both men 
and women, and ethnic groups; and shall realistically represent our 
pluralistic society, along with the roles and life styles open to both men 
and women. Materials shall be chosen that are designed to help 
students gain an awareness and understanding of the contributions to 
our civilization of the above. 

These materials shall present and analyze intergroup reactions objectively, 
placing emphasis upon resolving social and economic problems. 

Materials shall also be selected to motivate students and staff to examine 
their own attitudes and behaviors and to comprehend their ov/n duties, 
responsibilities, rights, and privileges as citizens. 

8. The selection of materials on controversial issues will be directed toward 
maintaining a balanced collection representing various views. 

1 . Materials shall be selected for their strengths rather than rejected for their 
weaknesses. 

2. Biased or slanted materials may be provided to meet specific curriculum 
objectives. 
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SELECTION O F INSTRUCTIONAL MATERIALS Code 607 



III. Procedure for Selection 

A. Library/Media 

1 . In selecting materials for purchase for the library/media center, the 
library/media specialist (or teacher selection committee in elementary 
schools) will evaluate the existing collection ^nd will consult reputable, 
professionally prepared selection aids anr« other appropriate sources. 
For the purposes of this rule, the term "media" Includes all materials 
considered part of the library collection, plus all instructional materials 
housed in resource centers and classrooms (if any) which are not text 
materials. 

For the purpose of this mle. the term "library/media center^ is the space, 
room or complex of rooms and spaces designated as a library, media 
center. Instructional materials center or similar term. It may include units 
not contiguous to the center where facilities dictate. These units would 
include, but not be limited to, resource centers, production centers, and 
television studios. 

2. Recommendations for purchase will be solicited from faculty and student 
body. 

3. Gift materials shall be judged by the criteria in Section II and shall be 
accepted or rejected by those criteria. 

4. Selection is an ongoing process which should include the removal of 
obsolete materials and the replacement of lost and worn materials. 

5. Selections shall be forwarded to the office of the Director of Media Services 
for approval and then to the Purchasing Agent through the principal or 
other person in charge of the attendance center for purchase throughout 
the year. 

B. Instructional Material 

1 . Instructional materials committees shall be appointed at the time that text 
adoption areas are determined. Appropriate subject area, instructional 
level, and media personnel shall be included in each committee. 

2. Criteria for instructional materials consistent with the general criteria for 
materials selection noted in Section II shall be developed by teacher 
committees. 

3- The committee shall present its recommendation(s) to the School Board 
Advisory Committee. 
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4. The Associate Superintendent for Teaching and Learning or designee shall 
nresent the recommendation(s) to the Board. 

IV. Objection 

A. Any resident of the school district may raise objection to instructional materials 
used in the district's educational program. 

1. The school official or staff member receiving a complaint regarding instruc- 
tional materials shall try to resolve the issue informally. The materials shall 
remain in use unless removed through the procedure in Section IV. B. 7. e. 
of this rule. 

a. The school official or staff member initially receiving a complaint shall 
explain to the complainant the school's selection procedure, criteria, 
and qualifications of those persons selecting the material. 

b. The school official or staff member initially receiving a complaint shall 
explain to the best of his or her ability the particular place the chal- 
lenged material occupies in the educational program, its intended 
educational usefulness, and additional information regarding its use. 
or refer the co'nplaining party to someone who can identify and 
explain the use of the materiel. 

2. In the event that the person r^iakh :^ ^n objection to material is not satisfied 
with the initial explanation, the person raising the question should be 
referred to the principal or person in charge of the attendance center, or 
to the library/media specialist for that attendance center. If. after private 
counseling, the complainant desires to file a formal complaint, the person 
lO whom the complainant has been referred will assist in filling out a 
Reconsideration Request Form in full. 

3. The individual receiving the initial complaint shall advise the principal, or 
person in charge of the attendance center where the challenged material 
is being used, of the initial contact no later than the end of the following 
school day. whether or not the complainant has apparently been satisfied 
by the initial contact. A written record of the contact shall be maintained by 
the principal or other person in charge of the attendance center. 

4. The principal or other person in charge of each attendance center shall 
review the selection and objection rules with the staff at least annually. 
The staff shall be reminded that the right to object to materials ia one 
granted by policies enacted by the Board of Directors. They shall also be 
reminded of ethical and practical considerations in attempting to handle 
resident complaints with courtesy and integrity. 
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SELECTION OF INSTRUCTIONAL MATERIALS . Code 607 



B. Request for Reconsideration 

1 . Any resident of the school district may formally challenge instructional 
materials used in the district's educational program. The challenge shall 
specify which of the criteria set forth in Section II are the basis for the 
challenge. This procedure is for the purpose of considering the opinions 
of those persons in the schools and the community who are not directly 
involved in the selection process. 

2. Each attendance center and the school district's central office will keep 
on hand and make available Reconsideration Request Forms. All formal 
objections to instructional materials must be made on this form. 

3. The Reconsideration Request Form shall be signed by the complainant 
and filed with the principal. 

4. Within five business days of the filing of the form, the pi incipal shall file 
the Reconsideration Request Form and a report of all actions taken at the 
building level with the Director of Media Services. The Director will file 
these materials with the chairperson of the Reconsideration Committee 
within five business days of receipt. 

5. The Reconsideration Committee shall take action at a regular or special 
meeting as defined in Section IV B. 7. a. through q. . and report its recom- 
mendation for disposition to the office of the Associate Superintendent for 
Teaching and Learning. 

6. Generally, access to challenged material shall not be restricted during 
the reconsideration process. However, in unusual circumstances, the 
material may be removed temporarily by followir^g the provisions of 
Section IV. B. 7. e. of this rule. 

7. The Reconsideration Committee 

a. The Reconsideration Committee shall be made up of 13 members 
appointed by the Associate Superintendent for Teaching and Learning 
as follows: 

(1 ) Two teachers, one elementary and one secondary, designated 
annually by the Associate Superintendent for Teaching and 
Learning. 

(2) Two school library/media specialists designated annually by the 
Associate Superintendent for Teaching and Learning. 

(3) The Director of Media Services. 
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(4) Five members from the community nominated annually by the 
Executive Committee of the Des Moines Council of Parent- 
Teacher Association. The list shall include fifteen (15) nominees. 

(5) Three secondary school students from a list of nominees 
submitted annually by the student council organizations or high 
school principals. 

(6) If any member of the committee is absent without excuse more 
than two meetings during a school year, that member shall be 
automatically removed from the committee and a replacement 
shall be appointed. 

b. The committee shall appoint a chairperson and secretary annually. 
The chairperson of the committee shall not an employee or officer 
of the district. The secretary shall be an employee or officer of the 
district. 

c. The committee shall first meet each year during September at a time 
and place designated by the Director of Media Services and made 
known to the members of the committee at least five school days in 
advance. 

d. A calendar of subsequent regular meetings for the year shall be 
established at the first meeting. 

e. Special meetings may be called by the Director of Media Services or 
the Associate Superintendent for Teaching and Learning to consider 
temporary removal of materials in unusual circumstances. Temporary 
removal of materials shall require a three-fourths vote of the committee. 

f. The calendar of regular meetings and notice of special meetings shall 
be made public through appropriate district or student publications and 
other communication methods. 

g. The committee shall receive all Reconsideration Request Forms from 
the Director of Media Services. 

h. The procedure for the first meeting following receipt of a Reconsider- 
ation Request Form is as follows: 

(1 ) Distribute copies of written request form as submitted. 

(2) Give complainant or a group spokesperson an opportunity to talk 
about and expand on the request form. 
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(3) Distribute reputable, professionally prepared reviews of the 
material when available. 

(4) Distribute copies of challenged material as available. 

i. At a subsequent meeting, interested persons, including the 
complainant, may have the opportunity to share their views. The 
committee may request that individuals with special knowledge be 
present to give information to the committee. 

j. The complainant shall be kept informed by the secretary concerning 
the status of his or her complaint throughout the committee reconsid- 
eration process. The complainant and known interested parties shall 
be given appropriate notice of such meetings. 

k At the second or a subsequent meeting, as desired, the committee 
shall make its decision to (1 ) take no removal action, (2) remove all 
or part of the challenged material from the total school environment, or 
(3) limit the educational use of the challenged material. The primary 
criteria for the final decision will be those listed in Section II. This 
decision will be based on a vote of the committee. A simple majority 
of a quorum is required. A quorum will be nine members present. A 
written decision and its justification shall be forwarded to the Associate 
Superintendent for Teaching and Learning and the Director of Media 
Services. 

I. The Associate Superintendent for Teaching and Learning shall notify 
the Board of Directors of the decision reached by the committee and 
the action to be taken by the Associate Superintendent for Teaching 
and Learning, based upon that decision, at the next regular meeting 
following the decision. 

m. If the complainant or any member of the Reconsideration Committee 
is not satisfied with the decision of the committee or the action to be 
taken by the Associate Superintendent for Teaching and Learning, 
he or she may request that the matter be placed on the agenda of 
the meeting of the Board of Directors within one month following the 
decision of the Recc'>sideration Committee. The Board shall 
consider the appeal anu' '"ay affirm, reverse, modify, or make any 
other appropriate decision. 

n. Any person dissatisfied with the decision of the Board may appeal 
to the State Board of Public Instruction pursuant to Chapter 290. 
Code of Iowa. 
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SELECTION OF INSTRUCTIONAL MATERIALS . Code 607 

0. A decision to sustain a challenge shall not be interpreted as a 
judgment of irresponsibility on the pa^ of the professionals involved 
in the original selection or use of the material. 

p. Requests to reconsider materials which have previously been before 
the committee must receive approval of a majority of the committee 
members before the materials will be considered again. 

q. In the event of a severe overload of challenges, the committee may 
appoint a subcommittee of members or nonmembers to consolidate 
challenges and to make recommendations to the full committee. The 
composition of this subcommittee shall approximate the representation 
on the full committee. 

r. No committee member shall have any financial interest, direct or 
indirect, in the consideration of materials. 
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INSTRUCTIONS TO THE RECONSIDERATION COMMITTEE 

The policy of this school district related to selection of instructional materials states that any 
resident of the district may formally challenge instructional materials used in the district's 
educational program. This policy allows those persons in the school and the community 
who are not directly involved in the selection of materials to make their opinions known. 
The task of the Reconsideration Committee is to provide an open forum for discussion of 
challenged materials and to make an informed decision on the challenge. 

The most critical component of the reconsideration process is the establishment and 
maintenance of the committee's credibility in the community. For this purpose, the 
committee includes community members. The community should not, therefore, infer 
that the committee is biased or is obligated to uphold prior professional decisions. For 
this same reason, a community member will be selected to chair the committee. 

The presence on the committee of the library/media specialists and the Director of Media 
Services will assure continuity from year to year, as well as lend professional knowledge 
of the selection process. Student members are essential since they are the closest to the 
student body and will be immediately affected by the decision of the committee. 

The reconsideration process-the task of this committ< e-is just one part of the selection 
continuum. Material is purchased to meet a need, ii i& reviewed and examined, if pos- 
sible, prior to purchase; it is periodically re-evaluated through updating, discarding, or re- 
examination. The committee must be ready to acknowledge that an error in selection may 
have been made despite this process. Library/media specialists and school personnel 
regularly read great numbers of reviews in the selection process and occasional orrors 
are possible. 

In reconsidering challenged materials, the role of the committee, and particulariy the 
chairperson, is to produce a climate for disagreement. However, the committee should 
begin by finding items of agreement, keeping in mind that the larger the group participating, 
the greater the amount of information available; and, therefore, the greater the number of 
possible approaches to the problem. 
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„. ne complainant Chooses he a,,,-^*^^^^ 

and elaborate on the complaint. The the committee 

continuously infonned of the progress of this complaint. 
The committee will listen to the o' '"^^^^^^^ 

In deliberating its decision, the ^"^^^ Therefore, the 

criteria set fortli in Section II shall govern. 

simple majority will determine the decision. 

sent to the complainant outlining the committee's decision. 
Mtrat^Snntendent for Teaching and Learning, based on that decision. 
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Selection of Instaictionai Materials 



RECONSIDERATION REQUEST FORM 
REQUEST FOR REEVALUATION OF PRINTED OR AUDIOVISUAL MATERIAL 
SUBMIT TO ASSOCIATE SUPERINTENDENT FOR TEACHING AND LEARNING 



Book or other printad material if appilcable! 

Author Hardcover Paperback ^Other, 

Title : 



Publisher (if known) Date of Publication. 

Audiovisual matarial if applicable: 

Title 



Producer (if known) 



Type of material (fiimstrip. motion picture, etc.) 
Request initiated bv: 



Telephone ^Address 

City ^Zip. 

School(s) in which item is used 



Parson making the request rapresants- herself/ group or 

himself organization 

Name of group: 

Address of group: 



1 . To what in the item do you object: (Please be specific-cite pages, or frames, etc.) 
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Selection of Instructional Materials 
2. In your opinion, what harmful effects upon pupils might result from use of this item? 



3. Do you perceive any instmctional value in the use of this item? 



4. Did you review the entire item? If not, what sections did you review? 



5. Should the opinion of any additional experts in the field be considered? 
Yes Please list suggestions if any: 



No 



6. Do you want this material: 

Removed? Yes No 

Restricted? Yes No 

7. In the place of this item, would you care to recommend other material that you consider to be 
equal or superior quality for the purpose intended? 



8. Do you wish to make an oral presentation to the Reconsideration Committee? If so, you will 
be allowed 1 5 minutes. 

Yes Please call the office of the Director of Media Services, 242-7882. 

No 



9/90 



DATE 



SIGNATURE 
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Budget 

Acquisition Procedures 

Ordering and Budget Accounting 
Money Received 

Instruction for Ordering, etc. 

Data base Ordering 

Sources 

Bound" to*St ay-Bound 

Baker fc Taylor 

Direct Orders 
Rece i ving 
Supp 1 i es 
AV Ma i ntenance 
Resources Available to the LMC 

Curriculum Service Center (CSC) 
Heartland AEA 
Commun i ty Resources 
Information Skills Instruction 
Commi 1 1 ee 

Rationale and Guidelines 
Scope and Sequence Chart 



MANUAL OF POLICIES AND PROCEDURES FOR SECONDARY SCHOOLS 

LIBRARY SERVICES, POLICIES AND PROCEDURES 

A. Each middle and senior high school provides central library /media 
service for both students and teachers. Selection of library /media 
materials is made by teachers and library/media specialists, and 
materials are purchased through an annual budget. 

B. Each library /media center should provide some materials specifically 
for teachers; these materials should be housed in the central library as a 
professional collection. 

C. Each school should establish a definite policy in connection with abuse 
of library privileges which fits its need in the views of the library/media 
specialist, staff, and principal. 

O. Students should be required to pay the retail price of lost or damaged 
material to cover replacement costs. Overdue fines are not to be 
assessed. 

E library media centers shall be open before and after classes in accordance 
with the teachers' contract for work hours. 



111.1 POLICY FOR SELECTION OF INSTRUCTION MATERIALS 

Each building principal and library/media specialist will have on 
file multiple copies of the Policy for fiplgction of Instruction 
Materials . This policy is self-explanatory. 



Appendix E MANUAL OF POLICIES, PRACTICES , AND PROCEDURES 

FOR ELEMENTARY SCHOOLS 



612.29 LIBRARY, INSTRUCTIONAL MEDIA SERVICES 
School Library Media Center 

Each building has a library media center containing books, 
magazines, films trips, recordings and other Materials. 
This center Is operated by a library associate, under the 
supervision of the principal and the Director of the 
Curriculum Service Center. Every llbranf media center 
has an obligation to provide an atmosphere conducive to 
pleasurable learning experiences and promoting reading, 
as well as supporting the curriculum to Its fullest. 

Each principal Is responsible for establishing and admin- 
istering an adequate budget for these materials. The 
Department of Public Instruction of the state of Iowa has 
Identified and published budgetary guidelines. The prin- 
cipal Is also responsible, with the assistance of the 
Director of the Curriculum Service Center, for leadership 
In the selection of materials. 



I. Materials Selection 



The selection of materials Is governed by Board of 
Director's Policy 607. This policy supports the 
recognition of Individual differences and the need to 
support the curriculum through these materUils. 
Principals, teachers and library associates work 
closely together in considering the children's 
needs. Supporting the above Is the librarian at 
the Curriculum Service Center, the preview library 
and selection aids provided by the center 

II. Acquisition 

Library books are ordered on a scheduled basis, up 
to five times a year, through the Curriculum Service 
Center. These orders for preprocessed books are 
placed with a book jobber or directly with publishers. 

Filmstrlps are generally leased through Heartland 
Education Agency. Those which are purchased, plue 
audio and video recordings, computer software and 
other nonprint media are generally ordered directly 
from the producer, by each school, and are catalogued 
on a scheduled basis, along with unprocessed books, 
by the Curriculum Service Center. 



HI. Organization of Materials 




The materials in each Library Media Center are 
organized and catalogued under the Dewey Decimal 
System. This systen is maintained universally to 
provide continuity and training for the users. 



612.29 LIBRARY. INSTRUCT I ON At MEDIA SERVICES - continued 



IV. Utilization 

The greatest possible utilization of materials by 
students and teachers Is encouraged. Scheduling of 
class groups, with the teacher providing supervision 
and Instruction according to the Infomatlon skills 
objectives. Is encouraged. However, the concept of 
the open media center Is the most desirable, wherein 
teachers, small groups and Individual students have 
continual free access to the center as needed. Any 
scheduling should be as flexible as possible to allow 
this open concept. There should also be no restric- 
tions on the amount or frequency of student's 
borrowing 3r utilization of the llbarary media center 
or Its materials. 



V. Instruction 

Each student should receive progressive, formal 
training In the organization of materials and the 
techniques for utilization of them. This can be 
done through following the Information skills 
objectives of the elementary curriculum. The 
teachers will provide this Instruction at the 
direction of the principal and the Curriculum 
Department, as assisted by the Curriculum Service 
Center. The library associate will assist by 
providing and helping In the location of materials. 

VI. Materials Maintenance 

Lost or damaged materials should be paid for by the 
responsible party at the rate of the current retail 
price of the material. This price can be determined 
by checking bOOKS IN PRINT. 

Overdue materials should be sought diligently, and 
all students and teachers should be reminded of them 
regularly. No fines are charged for overdue materials, 
and restrictions on holders of delinquent materials 
should only be used as a last resort. Promptness In 
reti^rnlng materials as a consideration of others that 
should be encouraged. 

VII. instructional Equipment 

Since there Is no central district budget for new 
or replacement equlpnient, these Items must be 
budgeted by the school building In their annual 
budget request. 
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612.2Si LIBRARY, IMSTRUCTIONAL MEDIA SERVICES - Continued 



VIII. Supplies 



Supplies for the 1 1 brary/nedl a centers are provided 
from a central district budget. They should be 
requested on a Central Stores Requisition as a part 
of the annual budget requests or on suppleo^ntal 
Central Stores Requisitions during the year as 
needed. The Currlculuti Service Center receives the 
requisitions and approves them. These supplies can 
be found In the district Central Stores Catalog under 
Classes OS, 11, and 24, and a separate printed list 
will be provided each school at the beginning of the 
school year for easy reference. 
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Appendix F PLAN FOR PROGRESS IN THE 

LIBRARY MEDIA CENTER PK-12 

TABLE OF CONTENTS 



I. INTRODUCTION - Ken Kannenberg 

A. THE INFORMATION EXPLOSION AND THE LIBRARY MEDIA WORLD 

B. THE PURPOSE FOR THE DOCUMENT 

n. THE UBRARY MEDIA PROGRAM - Jean Donhain van Deusen 

A. INTRODUCTION 

B. GOALS/OBJECnVES 

C. OUTCOMES OR EXPECTATIONS 

D. QUANTITATIVE DATA 

m. PERSONNEL - Jan Buckingham 

A. INTOODUCnON 

B. PERSONNEL GOALS 

1. PROFESSIONAL STAFF 

2. SUPPORT STAFF 

C. PARTNERSHIPS - Jan Buckingham 

1. PRINCIPAL 

2. TEACHER 

3. LIBRARY MEDIA SPECL^UST 

4. SUPPORT STAFF 

D. QUANTITATIVE RECOMMENDATIONS/GUIDELINES 
IV. THE INFORMATION CURRICULUM - Jan Buckingham 

A. RATIONALE 

B. GOALS 

C. OUTCOMES 

D. QUANTITATIVE RECOMMENDATIONS 



V. BUILDING LEVEL RESOURCES 

A. COLLECnON- Linda Shatto 

1. NARRAnVE 

2. GOALS AND OBJECTIVES 

3. OUTCOMES OR EXPECTATIONS 

4. QUANTITATIVE RECOMMENDATIONS 

B. BUDGET 

C. FACnJTIES-Betty Jo Buckingham and C.Milton Wilson 

1. If^TRODUCnON 

2. GOALS AND OBJECTIVES 

3. OUTCOMES OR EXPECTATIONS 

4. QUANTTTAilVE RECOMMENDATIONS 

VI. NETWORKING 

A. DISTRICT - Jean Donham van Deusen 

1. INTRODUCTION 

2. GOALS 

3. OUTCOMES OR EXPECTATIONS 

4. QUANTITATIVE RECOMMENDATIONS 

B. AREA EDUCATION AGENCY -Mary Lou Baylcss 

1. NARRATIVE 

2. GOALS AND OBJECTIVES 

3. OUTCOMES OR EXPECTATIONS 

4. QUANTITATIVE RECOMMENDATIONS 

C. STATE -Betty Jo Buckingham 

D. HIGHER EDUCATION -Betty Jo Buckingham 

E. COOPERATIVES. NETWORKS. ONLINE SERVICES 

1. NARRATIVE- Jean McCaUum 

2. GOALS AND OBJECTIVES 



3. OUTCOMES OR EXPECTATIONS 

4. QUANTITATIVE RECOMMENDATIONS 
Vn.APPENDICES 

A. SCHOOL STANDARDS RELATED TO UBRARY MEDIA PROGRAMS, IOWA ADMINISTOATIVE 
CODE. CHAPTER 12 

1 . 123(22) SCHOOL MEDIA CENTER AND REQUIRED STAFF 

2. 12.5( 10) TECHNOLOGY IN THE CURRICULUM 

3. 12.5(14-17) CURRICULUM DEVELOPMENT. REVIEW AND REFINEMENT 

B. RULES FOR AEAMC MEDIA CENTCRS, IOWA ADMINISTRATIVE CODE, CHAPTER 70 

C. RULES FOR TEACHER EDUCATION AND CERTIFICATION. IOWA. ADMINISTRATIVE CODE. 
CHAPTERS 73-76. 

D. MODEL JOB DESCRIPTIONS 

E. SAMPLES OF EVALUATION TOOLS FOR PERSONNEL 

F. SAMPLES OF PROGRAM AND MISSION STATEMENTS. GOALS AND 
OBJECTIVES 

G. POSSIBLE STUDENT OUTCOMES- Rhonda Sheeley 

H. SCOPE AND SEQUENCE 

I. PROCESS FOR INTEGRATION 

J. EXAMPLES OF UNITS - BIBUOGRAPHY 

1 . RESOURCE-BASED TEACHING: A BIBUCXjRAPHY - Jean Donhani van Deusen 
Vm. RELATED DOCUMENTS 

A. WEEDING THE SCHOOL LIBRARY MEDIA COLLECTIONS 

B. BUDGETING FOR THE SCHOOL LIBRARY MEDIA PROGRAM 

B. BUDGETING FOR THE SCHOOL LIBRARY MEDIA PROGRAM 

C. THE INSTRUCTIONAL MATERIALS COLLECTION: A MODEL POLICY AND RULES 

D. NEW IOWA STANDARDS FOR LIBRARY MEDIA PROGRAMS: IDEAS FOR IMPLEMENTATION 
IX. BIBUOGRAPHY 
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LEARNING MEDIA SERVICES 

Nairn of School HOOVER HIGH SCHOOL Dil* _A £ rll 199 0 

SeN-«valuMion by: 

Hilda WgmagK Clarki media apgC> Chrpan Rlrhwrd Purkar, t. gachisr.Sog . Rr1 #>nre 

(Niimc) (Ponitlon) (Name) (IWition) (Namr) (riniiition) 

Bill Sprin ger, teacher-E nslish Cvnthia Orandoulat . teacher-Spec . Ed. 

(Name) (PbMtion) (Nfttnc) (INwitinn) (Nanw) (hidUkin) 

Joe Zi mmerman, teacher Mathematica Jean White. twAcher-Rngl l«h 

(Name) (IVition) (Name) (hwitMm) (Name) (hiaition) 

Joan Adams, associate, Spec. Ed. David, Thrasher, AV associate 

I. MAJOR EaCPEGTATIONS 



ExpcctationA are those cxpressefl beliefs that (jovent Ihc activities i>f iH'rsfitiiiel anil orKantzations. M^or ex|HM;ta- 
tlons communicate the substance ami outcomes of school |inifn*ams. They are the iTfrreiice fnim which hehaviirs an* 
juilged to Ik? n>asonablG, necessary or appnipriate by all school |>arttcipants. Kx|»rctations aiv expixw.Hl in the lorai of 
^oals and organizational procedures. Expectaticms should be consistent with tlisti*ict and school gimls and be reflected in 
the formation of student programs. They are expressed in the day-to-day activities of |)ersonnel However expressed, 
ex|>eclations become the most jyw.irrful standanis for <|uality in a sch<K»l. 

One of the im|M>rtant pnr}N)srs «>f the efliicational pniin^un is to ptDviile the student with a variety of self-enrichinR 
ideas and exf)oriences which lead to intellectual ctniosity* achievement ami the establishment of a life-ionf; fiattem of 
learning Utilization of human resources ami the full range of meilta ~ which includes prinletl, audiovisual, computerized 
and other forms of information storage, retrie\*al ami communication, as well as their accompanying technoh>gics — are 
re<|uired to implement the purposes and programs of the s(h«K)l. The mitinnally recognized trend is to unify library, 
audiovisual, con^puter and other electronic services into a single administrative unit. 




11ie following are major exfiectations commonly ass<iciate<l with an effective learning media pixigmm, 
• Stude?its recognize the importance of open information systems in contem|H>r<iry swiety and actively seek differing 



|)oinls of view. 

• StUflents make use of learning media resources and services. 

• Students expit^ss themselves in a variety of media formats, 

• StUflents bring critical judgments to bear U|M>n the selection of appnipriali* it*sourc<'s to mvvt their nc<Mls and intc-txjsU. 

• Students use npf^n^priate strategies, including the use of com|»uterized data bases, in their search (or information. 

• Students express (msttive attitudes toward the use of the learning resource center. 

• Students, faculty, administrators, pairnts and other menib<'rs of the sch<M)l commufnty iue served by the leanung 
media progi'am. 

NoTKS: a. Aifff mfilifioHnf hiajor rxfjerfaf io^uf 9haf /miw» Hrni foi iinifafvil for fhr mhimfs Iravviiifj wntin Hcrrirrx 
nluiuUi he yrrmxled iti th^ npncr pt-oviihd. 

Students reading below grade level will have library materials of high 
interest, low level to use to achieve a higher level of subject 
comprehens ion . 

The multi-cultural aspect of learning is achieved by a conscientious 
effort to provide adequate "^siterials and cooperating with ESL and 
mul t I'Cul tural groups for cultural presentations in the Learning Media 
Center . 

K Attarh n coptf f}f fhr lcar>fi}ig media ^^crrice^' philnHophy, giHih, nwrf iiisfrHrfiotml ohjrctirrn. 



see attached page ^53 - b. 
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I. MAJOR EXPECTATIONS — Continued 

I. liNlirntr rsiml lit whMi r^tfifTtnlkmn for lojirnini; mctliii wrvtci-* hit ron^iMrht wllh: 

The Hoover High School community Is characterlted by diversity in race* 
ethnic background, family Income, professional and educational goals. 
The resources of the media center are geared to the career, reading, 
and cultural interests prevalent in the community. 



h. Tito tttMiii!cfi|>hy nnA iei«i«l* >if iHr toUl ncHwil |vmftnim. 

The philosophy of the Des Holnes Public School District, .provide a 
quality educational program to a diverse community of students where all 
are expected to learn", and the Hoover H*S. philosophy (see p453-b) are 
conslrit**nt with the LMC ro»l to contribute to and enhance a caring 
rnvlronment where students can develop the skills needed for productive 

2 f^MtiMM:«i i/i- 1'\ ifirtN'v* <if ihi* rtiiiiMMiMH'fif lit tlM*fM* r^|t«T(nti«Mm. The library is open to nil studcitt? nrid 

r^taff during their free time and before and after school. Each week ^2 

to ?0 classes meet in the library; approximately 712 students a week come 

to the I'MC as walk-lnsi and, approximately 12,08^ books, magazines, vertical 

filoj and software were circulated 1988-1989. When materials are purchased^ 

tli<* varied reading levels, interests, concerns, and recommendations of 
sttident? are valued and taken Into ^consideration , Materials are available 

The diversity of the Hoover H. S. community is reflected by the diversity 
of the 1 Ibrary collection, which provides materials for v&rled interests 
and futures, whether students are preparing for careers, college, or 
pursuing personal interests. 



I. liMlirnlr ntiy f»rr»itlcm^ in nrhioving ihw extfrctnttotn*. 

A low budget, lack of security, shortage of space and staff hampers 
cxpnn^lon of service, equipment needs, and computers* 



II. FOLLOW-UP TO PREVIOUS EVALUATIONS 

I Ml iriilw ihir<- fi» livr si^hinr.iitl chsvufcr? ruirnilly in rfTtTi tt*^iilliii|e fmm Iho ict^fmiitwiMlnrHiiiii i4 |ii<-vfoii!« ;i<ri4*<Mt;Ui<ih 
('\;thi:irM>M>'. fihii ntiniinl 5i|tniry ipfwlj*. lofrt^hllon. Inml nm^^tmrnln, fcvllow iip Minliot. n|iiiiif)n iiivontmy wirvoyn. iio<»il5 
:t5<tf*«ciiH'ttt5, rlr <!i|irriry Ihr WHircT *if the iin|w*lii^ ftir chmtxrl 

a. Through the efforts of the Heartland AEA 11, the Director of Secondary 
Education, and the building principal the collection was put on Com/Cat 
disk along with 11 other LMC*s in the fall of 1989* 

b. The library balcony was replaced by two classrooms because more class- 
rooms were needed. Library balcony furniture, books, etc. were removed 
to the first floor of the LMC. 

c. The LMC has been repainted and carpeted since the last NCA evaluation. 

d. A panic bar has been placed on the inside of the north door of the balcony 
s^nce the last NCA evaluation* 

e. Career Information materials have been removed from the counseling 
department to the LMC since the last evaluation. 



BEST COPY AVAILABLE 



be 



ERIC 



I , „. ■ ■ ■ • 

SECTION 7 • LEARNING MEDIA SERVICES 455 

U. FOLLOW-UP TO PREVIOUS EVALUATIONS — Continued 

2. U^^illx^ :iny niiHrnw^iulutumH iif iimro thmi Uitw yi^nrs ,.laiMlin|r iv?«tilliiip fn»m n<TM^Iil:ition t x^iliiutioiis that hjiw imH M n 
imiilrnu nUHl iukI ImlicHtc the ralloniilc for Uhwc dec lf»k)nj^. 

a. It is the principal's decision that the library media staff will not be 

b. Staff^tlme and money prevents adding hanging folders to improv- utillation 
of the vertical file. 

c. It is against district policy to pursue AEA Joint purchasing procedures 

of equipment. 



UL ORGANIZATION AND MANAGEMENT 



A. PLANNING 



Descriptiir* Crlt«rio 

1. An inlvis<»iy coniinittcc mcfts re^uJarly to ^^^^ 
m\\\%c on pnjgram policy and procedures 5 4 3 2y/na 

2. Tho ru}VK\f^ f»f sliMlonts. faculty and school are ^ 
ivflodif I in tlw pirtiiniiii: pi-occw (^4 3 2 1 na 

'X Shorh aiiil lon^j-inm k^kiIs ami olijiHrlivca 

an* nvjiilahlc tn wriUon fonn ^ij^ ^ ^ 

I. WriUcn |K>licj<*R ami procctluiw have been 

<lcvclo|K-d 5^ 2 1 na 

Supplementary Dota 



Mctlla |>erwniicl repdarly consult with and 
report to the a<hnmistratit»n and other **!»-^ 

propriatr Ritvuiis (^/^ ^ ^ t 

A varifty of pidOic n»l;dinn>i Inhnitpirr* is 

uwd lo inlfipifl snifi pnunnti* thr pit»uni»n VyS 2 \ 



na 

na 
na 



Pnividc* n cn|,v «^ the written i»olicirs and prociMluros foi Ihc orpanizntion ami mnniicfmcnl of U-aniinp nu-din s,Tvice5. 



Evaluation! 

1. flow ofrtM-tiw is tlir :idvisnrv commiltoo? 

2. How :id*M|uatr jni» Ihr >!»»ls and objectives? 

:\, ||o>v siileiinalc are Ihe |M>lines ami proccduics? 

I. How ailiMinaIr is Hio coiisnllinR and rcportiiiR system? 
5. Unw rff<Tlivr is I he public reliilions projrram? 



5 4 3 2 
5 1 na 

5 4(^2 1 na 
5 4^ 1 na 
5 4^2 1 na 



Comments 

See a 12 page copy of Selection or Instructional Materials Procedures piiSi-A 
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B. FINANCIAL PROVISIONS 



D««criptlv« Criteria 



imtrs h\u\fn i 5^3 2 i na 

2. Afk*<|ualr rtiiMis nrr nlif»cat<*<l .-iiintiaily fur 

the U*arnihR nHMlia pniin^rn 5 4^2 l na 

:t. HiidKot allfitinrtus mny he 5|H*nt ,15^ nr<>fl'*fl 

anvtirni' liming ihv yrar ^4321 na 

I. Miflm iH'i-siiniM'l iv|!iilnrlv nrriw rnrn*nt 

avronntini; iiironnntioti (£74 3 2 1 na 

r>. 'I1n» liufljvfl pnivjflf's fin- 
al. iMMiks iiimI fKimphlHs ^4 3 2 i na 

h. |K'n*Mlirsils. iw»\v!5|MH>«M's nn«l inicn»r«rtn5^4 3 2 1 na 

V. ;nMliiivisn;il inrtlri inls l94 3 2 1 na 

(I nvintiiiti i- Sf»<l\v;in' @4 3 2 l na 

r. riirn*nl ii'ffn'tin* miiliTinls (y4 3 2 1 na 

f. MUfliovisnal (M|tiipmnit /y4 3 2 l na 



conipiitor hard wan* 5 4 na 

h. maintotuitifc nf mati*Hal5 5^)3 2 1 na 

i. maintenance nT fquipnicnt 5432 

j. pmfoMinnul materials rnr the instruc- 

tiottaKaflminiatniti\-e ami me<iia faculty ^4 3 2 i na 
k. i^upplieff ami equipment for pnKliiciiig 

e«hieati(tiial materiniff 543 ^Q/^ 

I. Mipplivs and effuipmenl for thr ^i^u*nil 

<»|H*nitM>n of the nnMlia renter 3 2 i na 

m. rontractefl ffer\*jec» 5432 1 (J^ 

n. nH*inlxTshi|vf< hinmsortia, net works and 

(•iMi|N*rntiv(* nj;enrj«»?t 5432 '^^2^ 

n. otiH'i- 5 4 3 2 I na 

5 4 3 2 1 na 



Supplem«ntorf Doto 

If n«Tess;iry ;ni«l^<»r moiie ntn venienl, data may pmvided nn extra f;heets attachetl to thi» section in lieu nf the Rpace pmvjdwl. 

1. Pmvide a ropy vjf the hiid^et for the current year 

See Schedule 

2. rn>vide a statement of actual expen«litures for the pa^l two years. 

See Schedule A56-A 
H. Describi' any s|MTtal fcfnnts or other sii^nitlcant resources. 

The District provided monies to upgrade library materials In the Excellence 
in Education Program. The amounts received from this project: 

1985 - $7,576 

1986 - $7,06A 

1987 - $5,9^0 

1988 - $2,900 

The Hoover Library Media Specialist received $1200 from the Fund for 
Excellence (1988) and $156 from a Special Education Award (1988) 



Evoluotiona 

1. Ilfiw a4i<M|ii;ile ;in» fwtuh fnr the purchase nf printed niatrrials? 5 1 na 

2. How adeipinte are fmifls for the purchase of audiovisual materials? 5 4 n« 

3. How arlequate ai*r fumls for the purchase nf computer materialti? 5 4 3^1 na 

i. How adeipiatf* ai-p funds for the inaintenance of materials? 5^3 2 1 na 

5. How aflequatp are fumli^ for the purchase of equipment? 5 4 na 

fh Hnw aHeipiate are funtlji for tLe maintenance of equipme nt? 5^]^ 2 1 na 

7. H«>w a<ie(|uate aiv fumis for supplies? 2 1 na 

8. Df what extent do nnaneial pnivi^ions conthhute to flexibility in the operatinn of the media program? 5 4 Z2)^ na 



Commmift Funds barely cover the absolute minlmunis of what Is reqiired for 
equipment, A large pari of the equipment Is approaching the end of Its 
service life and needs to be replaced, but the funds aren't there. 

There are new items that need to be purchased to fully take 
advantage of available technology* Much of these Items cost more than the 
provided budget. With the budget cuts the question will soon be which single 
Item can be purchased. As it is now, the need of replacement equipment and 
and new equipment far exceeds provided funds. 

The District services most equipment. There is no charge to the 

school . 
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C. SELeCTKHi OP MATERIALS AND COUIPMENT 



DMcrtptlv* Criteria 

1, A written, bniird-iipproveri materials and 
Cffuipmcnt w*lrction policy ha^ b^n i*e« 
\irlo|iCfl with input from adminiatnitora. fac- 
ullv, atttdentj^, community member* and the 
bo^fd (S)4 3 2 1 

2. The follnwinp (actont receive conaideration 
in the selection of media: ^ 

curriculum iroalft and objectives 6/4 3 2 l na 

content of the curriculum 6)4 3 2 i na 

characteriattcik of ntudenta aerved .... g)4 3 2 i na 
concerns of multicultuml/multirarial ed- 
ucation (3)4 3 2 1 

Irnniinf; styles of the sturlmt-^ g/^ 3 2 1 na 

l^crsonal intereatJ^ of the atudenu — 7)4 3 2 1 na 
instructional methods utilized in the 

school 

re\-iew of existing resources 
data on utilisation of resources 
specinc request* from students and fac- 
ulty Q 4 3 2 1 na 



a. 

b. 

c. 

d. 

c. 
f 

ft. 

h. 
i. 
h 




k. baaic aelecUim toola and biblioirraphies 

I. quality of malerink 

a aviUaWHty of media from other aources 

n. 

3. The feUowtng Cactora receive consideration 
in the selection of equipment: 

a. technical apeeiOciilions 

b. eneripf consumfHion 

c. compatibility 

d. durability 

e. portability 

f . axuilability of rr|iair scrvicrs 

g. H^rmntii*s 

h. ease of Ofieration 

i. safety 

j. demonstrated neetl 

k. other . . 



^4 32 1 na 
(^4 3 2 1 na 
5^ 2 1 na 
54 52 1 na 



5^93 2 1 na 
5Vi 3 2 1 ^ 

(^4 3 2 1 na 
5(^3 2 1 na 

^4 3 2 1 na 

^4 3 2 1 na 
54 32 1^ 
5(^3 2 1 na 

(9 4 3 2 1 na 
32 1 na 
5 4 3 2 1 na 
5 4 3 2 1 na 



* Supplanantory Data 

If necessary and/or more convenient, data may be provided on extra sheets attachetl to this section in lieu of the apace provided. 

L Provide a copy of the materials and equipment policies. See Schedule 455-A Selection OT 
Ig^t^^c^^^nal Materials. See Schedule 457-A Selection of Materials and 

2. Describe efforts to keep pace with changes in content areas, instructional methods and technolofO- 

The library staff regularly reads the following tools to keep pace with 
changes: School Library Journal , Wilson Library Bulletin , Pes Moines Register 
Wall Street Journal ^ Media and Methods » TV Channel guides ( AE^ Disc. ) , 
School Librarians Workshop ^ and bibliographies by ALA. The staff attends 
confer^^nces of state and local professional organizations » specialized 
district workshops, and meets with book salesmen. 

News magazines read : Time , Newsweek , U. S . News » N.Y, Times Sunday» 
Barrons , Money , 

Cvnluotions 

1. Hou adequate is the process for the selection of materials and equipment? 5^3 2 1 na 

2. Ho^* effectiNTly sre students involvefl in the selection/evmluation of nuiterlals? 5^3 2 1 na 

3. How effectivrly sit teachers involved in the selection^ex-aluation of materials? 54^2 1 na 

4. Hnu effectively are adminislrators involved in the* srlection/e\'a!uation of materials? 5 4^2 1 na 

5. How srie(|unto ts the m^leriaW selection fwlicy? (^432 1 oa 

G How effective are the pniccdures for dcalinp with challonjred materials? ^4321 na 

Commants Professional magazines are routed to LMC*s from the Curriculum Service 
Center . 

The District has a board of review - a reconsideration committee for 
questionable materials. 

Equipment purchasing is confined to items on bid through the district. 

i6mfD films and v ideocasse t tes are ordered from Heartland AEA. Hoover 
spends most of its software budget on the media lease program at AEA. 
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D. CLASSmriNQ, CATAUXMNQ AND PROCCSSINQ 



2. 
3. 
4. 



All maiteriiils Mre clifwineil, caUlofred incl 

pmcfwctl ccntmlty 54(^2i 

A cutiiUiK \% mnintiiined /^432 i 

The ftheirimi in mainUinefi §^3^ ^ 

All miitcrialff At^ ori^niied for efTectivc ufte (34 3 7 1 
All tnvTnlon* of nil matcrwifi iff mainUined S^3 2 1 



na 
na 



C. An inventory of equipment in maintained . 

7. Materiat and equipment are procm^ed in a 
timely manner 

8. Commercial catalofing is uaed whene%*er 
poaaibie 



Evoluotlona 

1. Hw adequately are all maierial5 organized for eflective use? 

2. How- adequately doc^ the catalog represent the total collection? 

:i. Hmv runrn! arr invpnt..rioR? 

4. 1>i what oxlnit is r<>m|niterit<*il caUdoginf! briiip implemented ast a part iif the mwlia management j^ynlcm? 



(^4 32 1 na 

5032 1 na 

s(jz2 1 na 
5 4 3 2 1 na 

(5)4 3 2 1 na 

(|)4 3 2 1 na 

5(^3 2 1 na 

5^ 2 1 na 



CoauMntt The Curriculum Service Center catalogs and processes many books 
for the schools via computer and by hand. 

Paperback books are not cataloged* Pockets and cards are added 
for the convenience of students and staff. 



E. ACCESSI8ILITY OF EDUCATKMAL MEDIA 



DeacriptlT^ CriteHo 



1. All media are houjted for timely acrefv . . . 

2. All mcflia are available for circulation 

3. An efTictent circulntion syMcm been df 
velo|iOfl 

1. The cirrulatinh |H>lirv iji flexible ....... 




7. 



Suflicient equipment ta available to encw^: 

age fitll uae of all media 5 4 ^2 1 na 

An electronic-baaed manairement ayatem iF 

beinf implemented 543 2(4) na 

5 4 3 2 1 na 



SupptoflMiilary Data 

If nece^i^ary nnd/or more convenient, data may be provided on extra aheeta atUched to thia aection in iieu of the apace provided. 

1. I'ro\ hIc cvidrnco of the utiliration of materials and equipment. Specific statistics concerning 
Circulation, library usage, and overdue books are kept. (See Schedule 
A58-E) 

Teacher conferences average 8 daily, 1988-1989 

Average class visits per week - 12. annual) 

Average number walk^in patrons per week-712 (24200 annual) 

Average no. of materials circulated per week-355 (12084 annual) 

2. Explain any exceptions to an open circulation fwlicv. 

Vertical file materials and reference books circulate overnight and 
are renewed. 

Periodicals are checked out for the period. Photocopying is available. 
Efforts have been made to check periodicals out overnight but, due to the 
time spent finding students and periodicals, it has not been a successful 
policy. Lack of staff is a factor. 

Books are checked out for two weeks with no limit on the number checked 
out or renewals. 
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E. ACCESSIBILITY OF EDUCATIONAL MEDIA — Continutd 

Evaluatlont 

1. How accessible arc materials? 

2. How acceiMiible i» equipment? 

3. How effective is the circulation systeni? 

CMUMnts Retrieving overdue materials is a major problem. Sending notices 
does not ensure the return of materials. 

Overdue notices are generated via computer and are placed in home- 
rooms. At semester end, there are generally 700 overdue books not returned. 
With cooperation of administration, faculty, and students, most are returned* 

The library is used evenings, weekends, other times by groups. 
It is often left open and is accessible to anyone who needs a book with- 
out checking it out. The balcony door is often unlocked and the library 
is reached by a stairway. Students are often sitting in the library when 
the library staff arrives at 7:15 or 7:30 a.m. 



^ 3 2 1 na 
3 2 1 na 
/pi 3 2 1 na 



F. MAINTENANCE OF COLLECTION 



Datcriptiva Critaria 

1. All materials are regularly inspected and re- 

paitvd aci*ording to professional stan<iaixls ^5/4 3 2 i na 

2. All otiuipmont is ivjrularly inspiHtfd and tv- 

pairtHl 5<i/3 2 i na 

3. Records are maintained on the repair of 
equipment 54321 fny 

4. There is a plan for updating materials and ^ 
eciuipmcnt KV^ ^ ^ 



5. A continuing policy for the evaluation of the 

collection hiun been develo|)ed 543 ^M/i 

<). Materials ami equipment are systematically 
withdrawn from the ci>llection when they no 
longer meet colh-ction development criteria 5 4 d(z^ na 

7. 5 4 3^ 1 na 



Evaluotiona 

L How adequate are provisions for thr maintenance of matoriids? . 

2. How adequately is equipment maintained? 

3. How effective is the plan fur u|Klating materials and e(|uipment? 



na 



5 4^ 1 
5^3 2 1 na 
5 4^2 1 na 



Commantft 

Updating materials and equipment is restricted by the budget* 
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IV. MEDIA PROGRAM 



DMcriptiw Criteria 



1 na 



The media proKram: 

1. Is an intejfral component of the total wluca- 
tional program (y^ 3 2 

2. Provides assistance in plannin;? for effective 
ufte of media Q4 3 2 i na 

3. Provides open acces-s through flexibility in ^ 
scheduling and extended hours 5f4j3 2 1 na 

4. Provides for the coordination (rf the procure- ^ 
ment« availability and utilization of materials 
and equipment by individual departments fa4 3 2 ^ na 

5. Observes the law dealing with the repHKluc-J!! 
tion and utilization of copyrighted materials (jjA 3 2 1 na 

6. V4 3 2 1 na 

Services to students: 

7. Include orientation sessions to the media 
center and its services M 4 3 2 1 na 

8. Provide for a comprehensive pr(i|;:-4m ^ 
guidance in the development of skills in read- .-^ 
ing, viewing and listening 5432 1 maj 

9. Provide for the development of i-esearch and ^ 
reference skills to achieve inde|H>ndence in ^ 
learning ^3 2 ^ na 

10. Assist studentH in the use of arailablc not- ^ 
works of libraries and information centers 5/413 2 1 na 

»1L Provide instruction and encouragement in ^ 
the use of computer-assisted instruction, as 
well as of data storage and retrieval systems 

aa necessary 5 4/M2 1 na 

12. Provide facilities for creatively reporting the ^ 
results of research efforts (e.g., slide/tape 
presentations, video programs and illus- /\ 
trated reports) 5 4 3/2ji na 

SttpptoiMtitccry Oato 

If necessary and/or moi*e convenient, data may be provided on extra shifts attached to this section in lieu of the space provided. 

1. Describe the methods used to integrate media services into the total c^lucational pr ,;ram. 

*1 1 . Instruction on using the Com/Cat data base is excellent. 



VI Provide guidance in the selection and use of 

the most effective media to meet individual ^ 

needs and abilities 5 4^2 1 na 

14. Include instruction in the searching of data 
bases 54321® 

15. 5 4 3 2 1 na 

Services to faculty: 

16. Include cooperation in the devebpment of 
inservice training and/or orientation pro- ^ 
grams 543 2m na 

17. Provide indexes to and bibliographies of me- 
dia to aid in selecting materials for instruc- ^ 
tional planning and use (j4 3 2 1 na 

18. Include information on new materials and 
equipment that have been acquired /s)4 3 2 1 na 

19. Include the devel >pment of resource lists on 

selected subjects /W4 3 2 1 na 

Provide professiomd assistance in the pro- ^ 
duction rf media (^4 3 2 1 na 

21. Include ordering and scheduling the use of 
rented or borrowed materials 5 4/3)2 1 na 

22. Provide media for reser\'e. classroom and ^ 
satellite collections /5|432 1 na 

23. Provide assistance in the enrichment ofV 
course content and the design instruc- 
tional strategies 5^3 2 1 na 

24 . 5 4 3 2 1 na 




The librarian attends Building Specialists Meetings and works with the 
In tercul tural supervisor and other supervisors for needs of the building 
and district. 
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8nppl«— ntoiy Data — ContliiMd 

2. Describe the cunmthouniafiddiiyii of opermtion Include the raUoiuile that 

determinen the present poHcy. 

The library is in use from 7!30a,m» - 3!l5p.iii» In reality it is often 
open earlier and later* Students are free to use their lunch hour in 
the library. Students come to the library from study hall and classes 
on passes from librarians and teachers. No limitations are made 
because of grade point or other factors. 



X Describe the plan for devekipins student skills in usinf resources eflecti'^ly* 

The teaching of skills is coordinated with the English, social science 
and science departments. 9th graders and new students, new teachers, 
and student teachers are given an orientation to the library. 

The librarians work with students individually and with classes as the 
need arises. A conscious effort is made to teach all student and faculty 
the use of the Com/Cat data computer skills. Equal effort is made to 
teach the skills needed to use the Readers Guide to Periodical Literature 
:.n 9i 10| 11 and 12th grades as the need is assessed. 



EvaluoHoBs 



1. Hmv mlcqusiely <lo mcmhers tit the medis faculty sssist students in efTectivo utilizstion of media? |p4 3 2 1 ns 

2. How silequsiely do members of the media (acuity assist teachers snd schninistrstors in the rnectivr use 4 media? 3 2 l ns 

3. How adcquslcly do me<lis faculty members facilitate the production of media? S43 

i. How competent arc students in the use of the materials and hciHties Ibr self-directed study? 5 4^}2 1 na 

5. How extensively arc the media services utilised by students? /sU 3 2 1 na 




Conun^iits 
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V. RESOURCES 



DMcrt|»ltw Cril^rio 



Studentu and factilty have accesa to the fol- 
kMffing reaourr ^ relrvaiil to their needa and 
the curriculum: 

a. profeaaional maleriala 5 4^2 

h_ iwuiliH^fllB IhftI inrliifltfk ff«»i>Prsl Mvu^rftw v 



1 na 



c. 

0. 

f. 



mati^ia that include general coverage 
iiT a variety fif auhjects pertinent to cflu* ^ 

catif»mil pmgmnrH ^432 

file» of hark of periiHlicala and 

newapapc*ra (^4 3 2 1 

periodical indrxen /5i4 3 2 1 

matrrialff that a|>|N'ai to the (i|iociai Inter ^ 

oHtu aiMl nreda fif dtiHlenla 5 4bj2 1 

]«tierial cditiona Ah- ^twlcnta with unique 
nenln (c.g.« largr print editiona« taped 
textbooka, brattle cditiona» aoiinil booka« 
high intrn*5t/low vocabulary, manip-^.^ 
ulative d*»virrj«) f 94 3 2 1 



1 na 

na 
na 

na 



na 



3. 



4. 



5. 



multiethnic materials . . 9(4)3 2 1 

bilii^ual materiala 5 4 3/|)l 

carm^related materiala 5 1 

daU bases 54 32(1} 

materiala that relate to contemporary 
social iaauea (e.g., non-tradittfinal sex a 

nilea. diverse lifestykw) (5/4 3 2 1 

A Ale of up-to-date information concerning 
human and phyaioil resourceii is piwided 503 2 1 
The resources reprwent different points of 



h. 
i. 

j. 
k. 



na 
na 



view 



3 2 1 
32 1 



na 



na 
na 



Supplamotitary Dota 

If necessary ami/or more convenient, daU may be provided on extra nheeU attached to this section in lieu of the space provided. 
I. Iraiicate the numbi»r of volumes in the book collection by general subject categories and indicate the totJil number of volumes. 



Reference 


1030 


Pine arts 


1 409 


General 


157 


Literature 


2176 


Philosophy 


422 


Geog. & Hist. 


2648 


Religion 


306 


Biography 


1207 


Social Science 


2648 


Fiction 


4575 


Language 


325 


Story Coll. 


148 


Science 


1 1 07 






Useful arts 


1 1 43 







2. Intiiciite the number nf rurrrnt KubM-riptionn to periodimln by nubject catejioriet*. 



TOTAL: 19301 



Aeronautics & Space 


2 


Consumer Ed. 


4 


History A Govt 5 


Psychology 


2 


Ar^-.s, Crafts 


3 


Educat Ion 


1 


Home & family 8 


Rel Iglon 


4 


Automobiles & Cycles 


4 


Environment & 




Music 4 


Science 


1 1 


Black Americans 


4 


Conservation 


8 


News & OplnloalO 


Sports 


5 


Book Review 


3 


Gen. EdltorlallO 


Photography 1 


Travel 


1 


Business & Economics 


4 


Health 


2 


Political Sci 1 


Women • s 


6 



3. Lwt the titles of current newnpupcr iiub»rriptionii. 

Pes Moines Register (dally) 
Pes Moines Sunday Register 
N.Y. Times (Sunday) 

The library receives gift copies of Wall Street Journal ond Barrons 
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S«ippl«nMnt<try Data — Continuad 

4. Indicate the number of audiovisual materials by form and subject category. 

See Schedules A63-A1 , A63-A2, and 463-A3 

5. List the titles of periodicals, newspapers and microforms for which back issues are retained; indicate the form (original copy 
ri'o9*"titles)^*''^°*^^'^^^^ retained (original copy) for five to ten yei 

Newspapers are held one month and then used for vertical files 

The LMC does not have periodicals on raicroform. 

Magazines that are bound: America Time 

Nation in~S. News 

New Republic Life 

Newsweek National Review 

6. List the computer programs by subject rafi^^' S^ghOlas t ic Update Science News 

Geography - 1 

7. List thf |H-ri<Hlical i-ollcction indi-xi-s. 

Reader's Guide to Pe riodical Literature. Unabridged 19A5-to date 
National Geographic Index 1899-1988 
American Heritage Cumulative Index 



Evoluations 

L How adequately does the media collection supjxirt the instructional pin>,n-am? ^4 3 2 1 na 

2. How adequately doe^ the media collection meet the needs and interests of the stu<lents? 2 1 na 

3. How adequately d(H\s the media collection meet the needs of the faculty? ^4 3 2 1 na 

4. How adequate is the audiovisual collection to meet the needs and inten^st of the students? 54 3^1 na 

5. How adeiiuate are the files of back issues of ix»riodicals ami newspa|HMs? (^432 1 na 

(1. How adetjuate aiT the newspa|H'i-s to meet student and faculty needs? 2 1 na 

7. How adequate aiv Iht* i>en(Klical indexes? ^4 3 2 1 na 

8. How adeijuateiy do computer materials meet the needs of students and faculty? 543 ^pia 

Comments 
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VI. MEDIA PERSONNEL 

FACULTY 

For data on preparation of faculty, >tee Section 12, "Individual Faculty Member."* 



DtttcripllT* Criterio 

Members of the professional media faculty: 

1. Have preparation in library and informali(»n 

science ...g;4 3 2 l na 

2. Have preparation in audiovisual communica- 

Uona (5)4 3 2 1 na 

3. Have preparation in instructional media pro- 

duction (^4 3 2 1 na 

4. Have prei>aration in computer applicati«)n» 

related to media nervices 5 4(3/2 ^ ^ 

5. Are able to utilize the com|)uter to access 
information data banks 54321 ^ 

6. Have undersUndinR of the use of thv vim- 

puter in carrying out library routines (^4 3 2 1 na 

7. Have a backpround in materials for adolcs- 

cents 3 2 1 na 

8. Have an understandinR of curriculum desijrnfSM 3 2 1 na 



9. Keep abreast of recent trends in library and 
information sciences as well as audiovisual 

and computer services ®>v ^ ^ ^ 

10. Are active in professional organizations . . 5^ 2 1 na 

11. Maintain active participation in inservice ed- 
ucation through formal study imd other pro- 

fessional activities Q)4 3 2 1 na 

12. Are concerned with the availability and uti-^ 
lization of media throughout the entire 

school SjPs 2 1 na 

13. Are proficient in the teaching of library skill8g)4 3 2 1 na 

14. Work effectively with other departments to 

facilitate student learning ^)4 3 2 1 na 

15. Participate in decisions related to the curric- 

ulum 5 4 3 aa>a 

5 4 3 2 1 na 



SuppUm#Dtary Dato 

If necessary and/or umw convi niont, ilata may be provided on extra sheets atUched to this section in lieu of the space provided. 



I. Indicate the number of media faculty in each of the following 
categories (do not count the same individual morr than once 
in any one category). 

a. Educational level: 

Less than Bachelor's degnc 

Bachelor^ degree 

Master's degree 1 

Pbst MasterVi degree/Cert iticatc p 1 US 16 h r 
Doctor's degree 

b. Semester hours (approximate) of preparation in learning 
media services: 

0-11 

12-23 

24*48 

more than 48 1 

c. Certification status in learning media services: 

Certificated 3 



^rtificated 



d. Years of experience in learning media services: 

0-2 



more than ir> L 



2. Indicate the number of media faculty involved in the follow- 
ing faculty development activities during the past three 
years. 

School sponsored inservice programs ! 

Summer workshops ^ 

College courses 

Institutes 

Other 

a. Phase III 

b. AEA Workshops 
estate Media Conference 
d Bldg. Advisory Council 
e. Bldg. Specialists Meetings 1 

3. Indicate the media related organizations in which media 
faculty members hold memberships, and the number of me- 
dia faculty belonging to each organization. 

Name of Organization Number of 

Faculty 

Local rihrfiry Advisory Committee 1 
nog Mn-inAo Education Assn 1_ 



sute Iow a Educational M edia_ 
Association 



National 



National Educa ti on Assn 1 



ERLC 
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Sttppl«tMntary Dcrto — ConUsiu#d 

4. Indicate the number of media fitculty and stafT members: 

a. F\iU*time media faculty 1 „ 

b« F\iU*Ume equivalence of all fiMrulty 

c. HilUime equivalence of puraprofeaaional 
aaaiatants .*^M4+PXi?W^. .«H**?PA*.*:^ i 

d. F\iINtime equivalence of clerical staff . . . ] 

e. Number of student assistants . 3 

t Number of volunteers ( 3rA . .br.sy.Hk ) i 

Efoluotioas 



L How adequate is the fiicultyli preparation? 3 2 1 na 

2. How effectively do faculty members keep abreast of trends? 3 2 1 na 

3. How adequate is the number of paraprofessionals? 543 i^y^ 

4. How appropriate is the preparation of the paraprofessional media faculty? 5432 I^m 

5* How adequate id the number of clerical staff? 543 J^Q^ 



Comin*nts 



Vn. FACIUTTES AND EQUIPNEOT 

A. ENVIRONMEHT 



Descriptive Criteria 



1. The media center is conveniently located to 

provide eassy access py» 3 2 1 na 

2. The size and arran|;ement of the ct»nler is 

ariequate to support a multifacotcd pro^-am 5 4 3/2/1 na 

3. The media center includes space allcK'ations ^ 
for: 

a. circulation and distribution ^ ^ 

b. conferences 5 4 3 2Q2na 

c gniup viewinji and listctiinK 543 ^^na 

d. individual reading, viewing and listening 5 4f^2 1 na 

e. materials processinjr 5 4^2 1 na 

f . materials production 543 2(2) 

g. professional materials and their utiliza- 
tion 5 46)2 1 na 

h. instruction 5 4(^2 1 na 

i. computers 5 4 12^ na 

j. staff work areas 5 4/3)2 1 na 



k. materials and ecjuipmcnt maintc*nance 5 4 3 g^na 

I. storage aruas 5 4 3fe/l na 

m. other 54321 na 

4. The media center is equipped with ade<|uate: 

a. electrical outlets and conduits 5 4(^2 1 na 

b. tem|ierature and humidity controls ... 5 4^2 1 na 

c. acoustical treatment 5 4^^ 1 na 

d. telecommunications devices 543 2^na 

e. sinks and running water 5 4^2 1 na 

f. provision for actress by handicap|K*d . . 5 1 na 

g. security devices 543 ^^ha 

h. lighting and light control ^^3 2 1 na 

i. otheri^lghtlng Periodical 543^)1 na 

5. The media center is invftifl^Snd aesthet- 
ically pleasing ^3 2 1 na 

(>. 5 4 3 2 1 na 
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A. ENVIRONMENT— ContiniMd 

SupplwiBMitfiry Data 

If necessary and/or more convenient. <lata may be provided on extra sheets attached to this section in lieu of the space provided. 

1. In what ways is the !«pace flexible enouRh to i^ermit adaptation for new profErams? 

Space in the LMC is inflexible. The total library space is 
extremely confining and there is no room for expansion. Original plans 
for expansion of the library were for expanding south, using the rooms 
now being used for business education. 

Students are often disruptive on the balcony, some of which come in 
from the hall and some who are in the two classrooms on the balcony. 
Students still use the balcony as a shortcut to the attendance center, 

2. Describe any satellite facilities, using the stairway to the library. 

None . 



ETdlttotions 

1. How satLsfactory is the location of tht- center? 5^3 2 1 na 

2. How flexible are th«' facilities for a vaiiety of uses? 5 4^21 na 

3. How adequate are the facilities fi»r the use of computer!*? 543 2(9n. 

4. How adequate art? the provisions for staff work areas? 5 4^2 1 na 

5. How adequate are the facilities for pHnluction of reHources? 5432(l)na 

6. How adequate in thi* storage space for materials? 5 4 3fe| 1 na 

7. How adequate is the storaKc space for c*quipinent? 5 4 3(g/1 na 

8* How adequate are provisions for expansion or alternation of space when needed? 543 2(yna 



ConuMDtt 

The LMC is used a great deal for activities, e*g, debate tounnaments 
drama contests, music contests, homecoming teas* staff development 
classes, adult education classes, and various faculty activities. 
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8. FURNISHINGS 



DMcri|>tiY« Critorio 



1. The media center is provided with the 
foliowini;: 

a* acUustable shelvinf; ^4 3 2 i na 

b. movable shelving S A^Jz i na 

c. tables and chairs of suitable design . . . 5^3 2 l na 

d. card catalog 5^3 2 i na 

e. Ale cabinets 5^ 2 i na 



f . display cases 543 2lQ na 

g. circulation desk ^4 3 2 i na 

h. book trucks ?^4 3 2 1 na 

i. equipment and projection carts ^3 2 i na 

J. periodical shelving 5 4Qf2 i na 

k, other 5 4 3 2 1 na 

^ 5432 1 na 



Evaluation 

How adequate are the Aimishings in the media center? 5 1 na 

CoauMBta 



Tiie two bulletin boards need to be replaced with more sturdy materials* 
The present boards have been pushed in* These are located on the west 
wall of the LMC. 
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c. EQuipMefrr 



543^) 
(^4 3l 



na 



Dvtcripllf • Ciil#ri<i 

IncHeaie the number of each of Uie foilowing that ia available for 
the exctiiaive uae of thia achool ami rale the adequacy of each: 
t. Pit^iection Equipment 

20, motion picture pmjectors - 16 mm 

nimstrip pmjectora _ 

— 3L ftlmstrip viewera 2 

.,.Jl allele pmjectora (^4 3 2 

U. MNind Klide prnjectors 5 4 3(^ 

1- Mble vieiftrni . .1 3.0r t.^SP. ) ^ 

6 f»|»ai|ue pn^jcctora ^ 

fwcrheari projectoni none . cOjoI^M 3 2 

t k. fimjcction acreena 5 4^2 

■SlS- (imjiMliim rarU varlO.ua .\a i.Ze 5 4«2 

3 t>iKi.rfliB« jaotinn pii^tur# S 4^2 

10 nth^aound fa orol, g/4 3 2 

The availability and uae of projection equip- 
ment are adequate ^^0^ 

2. Audio Equipment 

fl nidina AM-KM 5 4 

JJL rrcorrt ptaycra 5^ 

1. iiortablv iniblic acldreaa syatems ^ 

8 tape recorriera 5 4 3^)1 

tape (hipHcatom 543 

-Xa. other caaftta rtcardera 5 4 

2.otherf.aaaftttB playitra., 5 

The availability and uae of aaidfo equipment 
are adequate 5 

3. Production Equipment 
copying machinea 543 iG) 

lettering equipment 543 2^ 

drymount preaa ^5^4 3 2 

immary typewriter 54 Qz 

.*tS mm camera and acceaaoriea — 5 4 3 

copy camera and utand 543 

camera (identify) 5 4 3 

pafier cutter /s)l 3 2 

sMHiiMi 5vnchn>ntxcra 5 4 3 




2 

S4(S> 




na 
na 
na 



Fna 



rna 



, IranaiMrcncy fN|ui|iment 5 4 3 2^ 

, laminatinf equipment 543 

audio mixer 5 4 

other 5 4 3 2 1 

other .... 5 4 3 2 1 




Hie avaibbility ami U5e of production equip- 
ment are adequate 5 

4. IVIeviaion Equipment 

^ cameraa .l..P.OJkOr..U.^.H 54 



h na 



na 



video recorder is., 3/*.'?.. 54 
*Most classrooma are equlppe 
Dedicated card catalog 
Equipment Is serviced and 
Miscellaneous equipment s 



5. 



6. 



video play back 5 4(S2 i na 

ediUnf equipment 5 4 3 2fT)ne 

diac equipment 543 ^^na 

monitors .color $(p3 2 i na 

inicrophonca ami atanda 5 4 3(^1 na 

L cable TV 5(^3 2 i na 

L ckiaed circuit TV .VW. ted i4U^s na 

2. other tripoda 5^2 1 na 

L other W^** bw VTR .... 54 na 

The availahility ami uae of televiaion e«|ui|i- 

ment are adequate 5 1 na 

MicmftNm Projection Equipment 

^...JbL micnif«>rm rrailrrN S^j)^ ^ ^ ^ 

micmform printom 543 3(pna 

other .... 5 4 3 2 1 na 

Other 5 4 3 2 1 na 

The availability and uae of microliMin equip- 

ment are irieq!^ 5 4 3 2 1 

Maintenance Equipment ^ ^^^^ 

, film apHcem 5 4 ^/i na 

_ Aim rewimier 543 2|(pna 

nim imtpector 54321 ^) 

L tape aplicer ^3 2 1 na 

other 54321nfl 

other .... 5 4 3 2 1 na 

The availability and use of maintenance 

equipment are adequate 5 4^^ 1 na 

Computer Equipment 

kcybovda 5 4^ 1 na 

joyiticka 5 4 3 2 1^ 

other input dcyicea (identifv) 

Apple lie . . 54^ina 

L central proceaainfr unita 2 1 na 

L monitora gffl3 2 1 na 

_.i printera 2 1 na 

plotters 5432 

other fHitput devicca (iflentify) 

.... 5 4 3 2 1 na 

local area networica 543 ^7na 

modema 543 2^na 

1 nih^ Calculator 543^^1 na 

1 Aik^r com/gftti data hAn^^<\i^9 i na 

The availability and use of computer equip-^ ^ 

ment are adequate 5 4 na 



with wall screens 



9 
1 

20 



maintained by the school district* 
2 Blackboards 2 listening stations 

Slide trays 1 compact stereo (record, 

Controlled reader dual cassette, AM/FM) 

extension cords 39 16mm reels (various 

headphones (mono) sizes ) 
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Suppl«m«nlarT Data 

If nccemary and/or more convenient, daU mwjf be provided on exlrs »heel8 atUched to th v iiection in lieu of the ffpsce provided. 
1. LiKi specialized equipment provided for students with special needs. 
1 controlled reader 



2. Describe installations not appearing in the descriptive criteria. 



* 3. List Sflflitional equipment ftnd services available from other agencies. 

We have access to a Macintosh computer and laser printer In the Journalism 
room after school. 

We have access to an additional VCR and computers in the math area. 

The Curriculum Service Center services and repairs equipment for the 
school district* CSC also has additional equipment that Is loared to the 
schools, provides replacement bulbs for equipment, and other support 
services. Strings and Things Is also a district source housed at Central 
Campus where materials can be produced, laminated, and provided to 



, .teachers at no or low cost. 
.vaiuotiOAa 

1. Ihm' adequate is the audim'isual equipment? 5 1 na 

2. H<w adcqimte is the production equipment? 5 4 a^^t na 

3. How atlequate is the television equipment? S 4^2 1 na 

4. How arlequate is the maintenance equipment? 5 4 3^1 na 

5. limn* adequate is the computer equipment? 5 4 3/f)i na 

6. How adoi|Uate is the equipment to meet the needs of special students? 5 4 f2)i na 



Commanit 

The audiovisual center of the LMC is underequlpped to serve the needs 
of the teachers to the degree needed. 

•Heartland AEA provides 16mm films delivery service for short-term loan, 
laminating, computer disk duplication, video duplication, printing, 
prof e^r: 1 onal library materials on loan, data base searches, etc* 
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VIII. LEARNING CLIMATE 



DMcriptlM Criteria 



!♦ The pniferfim n»IW*t5 n clrar wnw of pur- ^ 

\Hft^ ^ 3 2 1 na 

2. Tbe lonnrtif: climMto 15 nnlorly ami pur- 

|i«tM*flil ^4 3 2 I na 

:i. T\wYt^ is i'vhIoihh' that ramlty nwiiilnT* ^ 

twi|Ctii9U*<l for I Mr oxiH'rliw /w4 3 2 t na 

4. Ilierr m oviileiH^c <tf intfiitivc intcmction and 

Mipimrl ntmw^ thi* mtnliit faculty /^4321 n« 

r». INpRitivc rapfiort ia nlwrvoil Mw<i*n ^tii- 

•IfntK ;iikI IIw nHilia fsuiilty py4 3 2 1 nn 

li. *l*hc ln'havior <if Ihfisr HhIihI Inflow n'JIrct nii 
iiiulor^tfliHlini;, appm'iMti<in iiiKlMip|M»rt for 
Ihf nintrilMiliiiiw U this ami io i\w toUil 

jtchool p»x>i;miii ^ ^ 

a. m*Imm»I admhiislintfirs ^iV ^ ^ ^ 

Ik ili.«lnc-l n<lmiiiislnili>rs w4b 2 I na 



9. 

10. 
II. 



12. 



teachem (p4 3 2 1 na 

ft. parcnta anti olhrr patnona 2 1 na 

c. atiideiita ^ ^ ^ 

f. himnl lif contnii s 4(5)2 1 na 

'thi* lt*artiiiift climalc ia rtNi<iiK*i\x' tit ^tmhMit 

achir\*ctiH*nt of the mnior cx|)rctaiiona * . 3 2 1 na 
There evidence ciTaufnciently high expec-^ 

Utiona for atudenta* achie\«ment (^4 3 2 1 na 

Thcrr ia e\'idence that the mcilia center «t- 

iwisphere ia cni>fhid\T to k*nnitn|; ^y4 3 2 1 na 

TlK*rr ia feedliack tn atiMleiita S^3 2 1 na 

There ia eviiicnce that the media faculty ia 
committed to freeihjm of acceaa ami expiva- 

aion in a plumliatic aoriety ^4 3 2 1 na 

5 4 3 2 1 na 



Supplamralorf Dolo 

Attach aiimniary shf'elHof any arh^ml climate survey aiKl atiMlcnt. teacher or parcnt/ctimmunity aatiafaction aurvcyn administered 
by the department, SCHEDULE ^iTO-AW the evaluation survey by faculty & specialists 

SEE SCHEDULE U70 3}^ the evaluation survey by students. 

Evaluotiona 

L lb what extent iloes the media faculty make an efTort to impii>\-e program effectiveneas? S^iS 2 1 na 

2. 'tit what extent tUt students tlemonatrate a |Hwitive attitude tfm*nnl the program? ^(V^ 2 1 na 

H. 1>i whjit rxfrht do khin^leflKe, attitudea and jtkills of atudents n'fhTl th<» <*x|MHlationa tif the pntfrntm an»:i? . . , 2 1 na 

i 1b what extent an^ the e\|K>ctationA nf the proKram area manifetiteil in the behavioi^a of Mtidcntji bc\v<iiHl the 

f-laxfcnNUti? 5 1 na 

5. Tb what extent does 1 he learninfr climate contribute to the achievement fif the migor ex{M?ctationa of the program? 2 1 na 

Commanta 



DC. EVALUATION 



Proevst CTaludlien 

1. Summxri?^ r\ idciice that the leaminK mcftin »rrviCM propum hs» betn carried out m desigmcd. 

A referral to the statistics of LMC use (Schedule 458-E) and the 
evaluations (Schedules <t70-A and A70-B) indicate that services are 
being provided to students and teachers through print and non-print 
media and that those services are needed and appreciated. 
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Proc*t« EMlttallon — ContttiiWNi 

2. Ruminnii?/* cviilriKT thut the inrthod^ i4 cvuluntion of thr pminTini nrr vKlkl himI rrlinMc in tormsK of ilatli to Ik* ^Mheml 

The Students^ teachers, and staff that use the library are In a good 
position to Judge its effectiveness. The surveys address our library 
program. (Schedules and 470-B) 



Pfoduct/OuicoiM* ETaluolioii 

1. Summarize evulence ihni student* are achieving the mt^cr e xpeciaUotm the pntRmm. 

Research by the student body for hundreds of research papers; various kinds 
of speeches, e.g. informative, is^ue based; their interest and acceptance 
of the computerized data base; the various styles and techniques used by 
teachers in classrooms requiring LMC use are evidence that students 
actively seek differing points of view, make use of learning media resources 
and services, express themselves in a variety of media formats and bring 
critical Judgment to their findings, and that they have expressed positive 
attitudes toward the LMC via a survey, is evidence that major expectations 
of the program are being achieved. 

2. Rumniari/^ evidence that the profn^^m contributes t^ the achieveniont of thonc Ktial5 ii IcntifiiMi in Section **Philf>s<i|ihy Jiml CiijiIr.** 

The Hoover H.S. Learning Media Center exists to provide students and 
staff with resources for learning, thinking, problem solving, reflection, 
research, enjoyment, and to contribute to fchd enhance the objectives of 
the Des Moines Public Schools and Hoover H.S. 

Continued Schedule 



X. JUDGMENTS AND RECOMMENDATIONS 



Strength* 

iH'MrrilM* thii^e a8}>ecl8 iif the ptt9frr>tn that are mo5t iiiitiKriictor>'. 

The Hoover LMC Is the only high school In the District with an Integrated 
media program of audiovisual service and traditional library service. 

Support of the faculty, staff, and school administrators is excellent. 

The addition of the Com/Cat data base has opened a channel through which 
interllbrary loans are possible within the 12 school data base. 

The services of both the Heartland AEA and the District Curriculum Service 
Center are assets. 

The LMC staff Is willing to help^conslderate , and adaptable to various 
needs, methods, and situations which occur In the building and district* 

The quantity and quality of materials necessary for research on current 
topics, as well as historical research. References from the Heartland 
AEA are also available with access to data bases, 

LMC staff alerts faculty and staff to upcoming TV programs with the help 
of Cable subscription guides. 
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X. JUDGMENTS AND REC0^4MENDATI0NS — Continued # 

Umilotlont 

Ucffcribc thoHf- Ai^pectjt of thp proRrnin that am in rmmt ik^nI of impni\t>mctit. 

a. Need additional profess .onal » semi-professional » and clerical staff. 

b. Larger budget to continue to build our collection and to replace lost or 
worn out materials and equipment, update print and nonprint collections. 

c. Lighting In the periodical storage room. More space for periodical storage. 

d. Lack of available student assistants. Much of the student scheduling of 
classes is for a six period day, and the number available from study hall 
has lessened over the years. 

e. Facilities for expansion in the total media program. 

f. Weeding and updating the vertical file and book collection. 



lUcomiMndotlaiit 




DfMribe, in priority order Rpeciflc mranit for corrcctinis the limitations. 

Improvement in facilities, staffing, and materials will be hampered by 
budget limitations. Practically, improvements will need to be made within 
the confines of all ready established practices. The staff will need to 
make plans to do more with less. 
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Preface 



Professional standards have always been a dynamic, positive 
force for change. Such documents have provided the philosophi- 
cal framework from which school library media programs have 
evolved. Standards have often shifted the direction of the profes- 
sion* 

The first standards for secondary school libraries were pre- 
pared by the Committee on Library Organization \nd Equipment 
of the National Educational Association (NEA) and published by 
the American Library Association (ALA) in IF^O. This document 
established standards for senior high schools Oi varying sizes and 
junior high schools. The report was followed by Elementary 
School Librory Standards, prepared by a joint committee of the 
NEA and ALA, and published by ALA in 1925. ALA published 
the first set of national K-12 school library standards. School Li- 
braries for Today and Tomorrov/, in 1945. These postwar stand- 
ards formed the historical precedent for toHiy's school library 
media programs. These early standards differentiated between the 
role of the school librarian and the public librarian. They also de- 
fined the service functions that the building-level library and the 
public library provided lo schools. 

In 1960, American Association of School Librarians (AASL) 
prepared Standards for School Library Programs that were pub- 
lished by ALA. These standards addressed changes that had oc- 
curred in the school library media program between 1945 and 
1960. In this document, the role of the school librarian changed 
significantly, with a major emphasis placed on serving students 
and teachers. Services oifered directly to students were given pri- 
ority and centered on enriching their personal and instructional 
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activities. The scope of the school library program was expanded 
to include audiovisual materials; standards were identified for au- 
diovisual materials and services. Standards for School Library 
Programs emphasized that good school library programs made 
audiovisual materials easily accessible. The document urged 
school librarians to work closely with teachers in the selection and 
use of all types of media materials. The 1960 standards also em- 
phasized the role of the school librarian as a teacher In this role, 
the school librarian was jointly responsible with the classroom 
teacher for teaching library skills as an integrated part of the 
classroom instruction. 

In the mid 1960s, financial support for upgrading and ex- 
panding public education and school programs increased signifi- 
cantly. School library programs benefited greatly from the 
infusion of new resources. Also during this time, great numbers of 
professional jDersonnel entered the field. As a result of this growth, 
AASL and the Department of Audiovisual Instruction of the Na- 
tional Educational Association (DAVI, now AECT), in cooperation 
with several other national associations, prepared Standards for 
School Media Programs, published in 1969. The name of these 
standands and the joint authorship emphasized the changing role 
ol the school library program* All media, print and nonprint, we*^* 
recognized as equally important. New terms such as media, me- 
dia specialist, media center, and media program were used to 
show the broad focus and scope of the unified program. Staffing 
patterns focused on specialization of professional and paraprofes- 
sional positions in order to meet the needs of ttie unified media 
program. The document further reinforced the scope of the media 
program by emphasizing unified certification requirements en- 
compassing both the school library and audiovisual areas* 

The 1969 standards also emphasized the changing role of the 
school media specialist in working with teacher and students. 
School media specialists were expected to work with classroom 
teachers in the analysis of instructional needs, the design of learn- 
ing activities using existing and new technologies, and the pro- 
duction of needed materials to support the classroom curriculum. 
The 1969 standards also stressed the role of the media specialist in 
helping students develop competence in listening, viewing, and 
reading skills. 

In 1975, AASL and AECT collaborated on Media Programs: 
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District and SchooJ as a result of the continuing development of 
the role of the library media specialist. These standards reflected 
the influence of a systems approach to media services. Programs 
designed to respond to both district and school objectives were 
described* The 1975 publication advocated the importance of the 
planning process to determine the needs of individual media pro* 
grams. By providing sets of ''guiding principles" to aid in local 
program decisions, Media Programs: District and SchooJ served 
as guidelines as well as standards. Unlike previous standards, this 
document addressee; tiie importance of the media program at the 
district level in support of the building-level media program. Afe- 
dia Programs stressec; the library media specialist's involvement 
with classroom teachers in the instructional design process. 
Through these standards, the role of the media program changed 
from a support service to an integral part of the total instructional 
program of the school* 

As a result of significant changes within education during the 
past decade and of the effect of expanded access to new sources of 
information, AASL and AECT developed INFORMATION POWER: 

Guidelines for School Libr; hy Media Programs. This docu- 
ment extends the concept begun in Media Programs: District and 
School of aiding local professionals in decision-making; it pro- 
vides the vision and guidance necessary for the school library me- 
dia program to significantly expand the access to and use of 
information and ideas by students, teachers, and parents. 
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HERBERT HOOVER HIGH SCHOOL 



4800 AURORA AVENUE 
DCS MOINES, tOWA 503 1 0 



OOUM^ OOCKUM. PmNCJFAL 
OCNNIft MAMSCY. V»CC PntHO^AL 
MAHY ANNC MCMANUS, ViCC ^HINCifaL 
WCHAflO DOUGHAN. P^Pn. tcivvicc CQOmMNATCM 
VICKY J. GAfWCTT. RCOiSTRAfl 



FROM: Gerald E Dockum, Principal, Hoover High Schoot^?) • '^/'^^^^ 

SUBJECT: Audio Visual Equipment 

We received word today that we will be receiving some replacement 16mm 
projectors and a color TV. I can assure you this equipment will be put to use 
immediately. 

One of the items of concern repeatedly expressed by teachers in our recent 
NCA self study was the need for replacement of present equipment and additional 
pttrcbases of such items as cameras, VCR's and LCD's. Is there any plan taeing 
formulated to designate funds from the new instructional levy fbr the replacement 
and purchase of such equipment? I would assume Hoover would not be unique in 
the need fbr developing a long range plan to keep our equipment current and 
operable. 

If I can be of assistance in providing information to substantiate the need for 
expenditures in the audio visual area, please feel free to contact me. In the 
meantime, we are appreciative of the items we will be receiving in the near future. 



cc Barbara Prior 
Hilda Dark 



Octoberl0,1990 



TO: 



Mr. Ed Richardson, Director, Curriculum Service Center 




"An Equal Opportunity Employer" 
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COLLAGE SURVEY, 1990 



Name (if volunteered). 



Date 



School 



Position 



Frequency of use: 



Using Today 
Have Used 



Rrst Time 

Once or twice a Year 
Onc^ ^ iMonth 
Once a Week 
More Often 



EQUIPMENT 



Laminator 
Ellison 

Copy machine 
Binder 

Button Maker 
Overhead Tracing 
Stylewriter 
Leteron 

Thermofax (transparencies) 
aher - List 



MATERIALS 



Poster Board 
Picture Files 
Pocket Charts 
Easels 

Flannel Boards 
Printed Materials 
Bulletin Board Paper 
Rubber Stamps 
Other - List 



Sen^ices v\/anted, other than more parking: 



Other suggestions: 
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NAME 



COLLAGE 

MEDIA SERVICES 

DATE 



TIME 



SCHOOL 



GRADE 



NUMBER OF TEACHERS SERVED 



A. 



B. 



C. 



D. 



LAMINATOR 



ELLISON CUTTER 



SPIRAL BINDER 



OVERHEAD PROJECTOR 



COMMENTS: 



E. 



G. 



H. 



LETERON MACHINE. 
BADGE MAKER 



RUBBER STAMPS 



VACUUM FORMER 



ERIC 



